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TITLE 1 - BYLAWS

Chapter 1.00 - BYLAWS OF THE SHASTREGIONAL TRANSPORTATION
AGENCY

A. STATEMENT OF PRINCIPLES AND POLICIES

Shasta County and the incorporated cities within the countyraegnbersof an organization

known as the "Shasta Regional Transportation Agency" (SRTA), to enable the cities and the
county, as governmental agencies closest to the people, to exercise basic initiative and leadership
in the transportationplanning process. It will be the duty of this body to gutite development

of the Regionallransportation Plan, State and Federalnsportation improvement programs

and their updates, review applications for funds, approve the allocatigrad claims for
Transportation Development Act funds, and to encourage aatitizen participation in the
development and monitorig of varioustransportationrelated plans and programs.

To provide a framework wherein this SRTA may function, ftitlewing bylawshave been
established. SRTA is not a substitute for basic local government, burganization through
which individual governmental units can work on regional needs through coordination,
collaboration and partnerships.

B. ARTICLE-IDEFINITIONS

1. Board Board neans the governing board &RTA.
2. Chair Chair means the Chairperson of the Board.

3. Executive Director Executive Director means tlixecutive Director dBRTA.

4. SRTA SRTA means the Shasta Regional Transportagjency. BTA fulfills alelgislative
roles as both a State Loc@#fansportation Commission and a Federdletropolitan
Planning Organization.

C. ARTICLE-ZGENERAL PROVISIONS

1. SECTION 1:These bylaws shall apply to SRSRTA is thdederally designated
metropolitan planning organization (MP@d statedesignated regional transportation
planning agencfor Shasta County.

2. SECTION Zrhe Board oSRTA shall consist of three members appointed by the Shasta

County Board of Supervisors, three members appointed lmyrarttee of mayors of the
cities within the county, and one membegpresenting the Redding Area Bus Authority
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(RABA), appointed by the RABéverningboard. Appointees shall be elected officials of
the agency appointing them and shall serve at the pleasd that agency.

. ARTICLE3FUNCTIONS

The functions oSERTA are as follows:

1. To carry out all responsibilities as the regional transportation planning agency as
designated by CaliforniadBernment Code Section 65080ssq.

2. To carry out all responsibilities as the metropolitan planning organization (MPO) as
designated by 23 USC Section 134 antd/8€ Section 5303.

3. To serve as the lead agency for determination of air quality comfgr between
transportation plans, programs, and projects and any applicable State Implementation
Plan.

4. To provide a venue for discussion and study of regional transportation problems of
mutual interest to member agencies.

. ARTICLEAMEETINGS

1. SECTION IRegular meetings @RTA shall generally be held on the last Tuesday of the
month in February, April, June, October, and December, or as necessary, at a time and
location that is mutually agreeable toy the Board. The Chair or Executiveebior may
reschedule regular meetings, as the need arises. The Exedbtrector shall cause
written notice of all regular meetings to be given to all members of the Board at least 72
hours in advance of the meetings. The notice shall contain an agdendlae meeting,
and the time and location of the meeting.

2. SECTION 2:Special meetings 06RTA may be called by the Chair or upon written
request of four members of the Board. The Executive Director shall cause notice
of all special meetings to bgiven to all members of the Board, and to all media outlets
that have requested notice in writing, at least 24 hours in advance of the meetings. The
notice shall state the time, location and purpose of the meeting. Only the matters
specified in the notie may be considered at the special meeting.

3. SECTION 3Any regular or special meeting may be adjourned to a time and location
specified in the order of adjournment. If all Boareembers are absent, the Executive
Director may adjourrthe meeting to astated time and location. If one or more Board
members arepresent, but less than a quorum, the members present may adjourn the
meeting to a mutually agreed upon time and location.
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SECTION 4When the majority of the Board determines that amergeng situation
exists, it may call an emergency meeting. Telephonic notice must be provided to all media
outlets that have requested that they receive notice of any special meetings at least one
hour prior to the meeting, or as otherwise provided by ®alphM. Brown Act (California
Government Code Section 54980 seq.)

SECTION All meetings oSRTA shall bepen to the public and held iaccordance with
the Ralph M. Brown Act and open meeting laws.

SECTION 6AIll commitees and workinggroups of SRTA shall meet on the call of the
Executive Director. Each committee or working group member shatiobéed of a
meeting, either personally or by written notice, at least three calendar days prior to the
meeting.

. SECTION 7When the Board is scheduled to consider a matteat requires a public

hearing, notice of such public hearing shmdl publishedn a local newspaper of general
circulation at least 10 days prior to thearing. In the case of the annual unntetnsit

needs hearing, held in accordance with California Public Utilities Code Section 99238.5,
the notice of public hearing shall be published at least 30 days prior to the hearing. All
notifications shall be consistent with the SRTA Public Participation Plan.

. ARTICLEBCONDUCT OF MEETINGS

1.

SECTION Except as herein or otherwise provided, Roberts Rofi€drdershall be used
to govern all proceedings.

SECTION 2t shall be the policy dSRTA to entertain thepinionsof any person, firm, or
comporation relative to any pending matter. The Chair shall, howehene the
prerogative to limit the time of any presentations.

SECTION 3The Chair may, with the approval of a majority of tlepresentatived
present, adjourn any meeting to a timad location of his/her choice.

SECTION 4All votes shall be cast by the person or persons authorized to do so by the
member government they representNo proxy, absentee or fractional votes may be cast.

SECTION Xlosed sessions shall be held in conformance with the Government Code of
the State of California.

. ARTICLE-BQUORUM & VOTING

A quorum and voting at Board meetings shall be as follows:

1.

SECTION 1A majority of the Board shall constitute a quorum.
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2. SECTION Zach member of the Board shall haveadternate to represent said member.
3. SECTION 3A quorum of the Board must be present to conduct business.
4. SECTION Zach Board member sth&ave one vote.

5. SECTION 5The Board shall take no action except ugba affirmative vote of at least
four members.

6. SECTION 6The Board shall act by resolution or minaetion. All resolutionsshall be
adopted by a vote recorded in the Bdaminutes andsigned by the Chair.

H. ARTICLE-DUTIES OF OFFICERS

1. SECTION 1The Chair shall preside at all meetings, decide questions of parliamentary
procedure, call special meetings, goekrform suchother functions and duties which may
be prescribed by appropriate authority or which is customary of the office of Chairperson.

2. SECTION 2The Vice Chair shall perform the functions and duties of the Chair in the
Chai@ absence.

. ARTICLE-8ELECTION OF OFFICERS

1. SECTION INomination and election of the Chair and Vice Chair shall be held at each
February meeting of th Board. Officers shalérve aone-year term. Any vacancy during
the term shall be filled by nomination and election for such office for the remainder of
the term.

2. SECTION Nominations may include any member of tBeard andnay be made by any
member of the Board.

3. SECTIOR: The election for the office of Chair and Vice Chair shdltldbé immediately
after all nominations have beateclaredclosed by the Chair.

4. SECTION 4:Officers shall take office immediately after their election, or as soon

thereafter as practicable, and serve until disqualified or until their successors are duly
elected.
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J. ARTICLE-EXECUTIVE DIRECTOR

1. SECTION Irhe Executive Director &RTAhall be appointed by the Board and serve at
the pleasure of the Board.

2. SECTION 2The Executive Director shall perform or supervise the adminiggand
secretarial work o86RTA, and shall hire and supse all staff, pursuant to SRPersonnel
Policies and Procedures. His/her specific duties entail serving as secretary to SRTA;
keeping accurate and sufficient records of all proceeding=eiving and transmitting all
correspamdence;maintaining files for all reports; directing and coordinatihg tvork of
SRTApreparing and administerinRTRA annual budget; maintaining a record of all
financial transactions; managing all support functions including personnel, accounting,
banking, insurance and facilities; and such other duties as are usucthemtal to such
position.

3. SECTION 3he Executive Director shall:

a. Advise all prospective Local Transportation Fund (LTF) claimants of the amounts of
anticipated areaapportionmentsin accordance with Sectin6644 of the California
Code ofRegulations (CCR).

b. Review claims submitted pursuant to Sections 6630 and 6782 @&CR and prepare
a proposedannual budget forTransportation Development Act (TDA) funds to be
allocated to claimants as approved bytBoard.

c. Transmit allocation instructions to the county auditor to pay from the LTF and State
Transit Assistance funds thoapproved claims that are in the proper order and for
which sufficient monies are available in accordance with Sections 6658 Z&bf
the CCR. Such payments shall be made in accordance with SRTA policies and
procedures.

d. Prepare an amended budget for TDA funds as neededake midyear allocation
and claim adjustments.

4. SECTION 4At or near the October meeting in eachlendar yearthe Board shall meet
in closed session to review the performarmfethe Executive Director. The review shall
include review of goals and past performance. The review may include input from staff
2T {we¢! Q& YSY0o SN I h&lwOpreparedt by thExesutile BiectoNS LI2 NIi
and reviewed by the Human ResourceSommittee. After incorporating
recommendations of the HumaResources Committee, the final draft evaluation will be
availableto the full Board for discussion in the closedses.
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K. ARTICLE OPERATIONS

1. SECTION Ifhe vote on all agenda actions shall be by voice untess a roll call vote is
requested by a Board member. If the nslinot called, the Chair may order the motion
unanimously approved. When thell is called on any motion, any membeaepent who
doesnotvoteinah dzZRAG6f S @2A0S akKlftf 06S NBO2NRSR | a

2. SECTION 2Subjects for inclusion on the agenda are todieectedto the Executive
Director. Any subject of mutual interest to the mbers of SRTA will be entertained,
discussed, and if appropriate, voted upon.

a. Subjects proposedf discussion by members 8RTA shall be automatically placed
on the agenda.

b. Subjects proposed for discussion by persons or organizationsateatotmembers
of SRTA shall be placed on the agenda upon approval of the Chair or Executive
Director.

c. All written requests denied under the preceding ssdxtion shalbe identified in the
agenda under "communicatiohsand read or distributed at the meeting upon the
direction of the Chair or upon a majority vote of the Board.

d. Nonmembers will be recognized by the Chair, who will have pherogative to
establish time limits or any other control measures he/she deamgropriate for
presentations or comments.

3. SECTIONZI Ay dzi $& &adzYYI NAT Ay3 GKS .21 NRQa (NI yal
Executive Directoor such other person as may besignated by the Executive Director.
Theminutes need only refletuch business as was actuabttedupon by the Board and
shall not be required to reflect any remarksmé&mbers or of any other persoaxcept at
the special request of a member. A oed shall be made of the names and addresses of
persons addressing the Board, the title of such matter to which their remarks related, and
whether theyspoke insupport of, or opposition to, such matter. As soon as possible
after eachmeeting, the Execite Director shall forward a copy of the minutes to each
member. Unless a reading of the minutesdquestedby amember, such minutes may
be approved withouteading if eachmemberhas been previously furnished a copy.

L. ARTICLE HFIAMENDMENTS

Thesebylaws may be amended by a majority vote of the Board aganda item at anguly
noticed regular meeting.
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M. ARTICLE ZZZ2OMMITTEES

1. SECTION 1SRTA shall maintain four standing advisooynmittees to advise&SRTA on
studies and projects on a cbinuing basis. The Executive Director shall provide staff
support for the ativities of these committeesIhe standing committees will include:

a

Technical Advisory Committe@he Technical Advisor§ommittee (TAC) shall be
composed of twomembers eaclof the staffs of Shasta County and the cities of
Anderson, Redding, and Shasta Lake, and one membefreatithe Redding Area Bus
Authority, Redding Airports, Shasta County Amality ManagementDistrict, the
designated Consolidated Transgation ServicesAgency and Caltrans. The TAC shall
review and evaluatall programs and projects for consideration by Beard andshall
provide its recommendation to the Board.

. Social Services Transportation Advisory Counfiile SociaBervices Transportation

Advisory Council (SSTAC) shall include members and conduct its activities in
accordance witlthe Transportation Development Act (Public Utilit€sde Section
99238 et seq.) and in accordance with the SSTAC Goatehnd Bylaws gpoved by
SRTA.

Human Resources Committe&he Human Resourc&€mmittee convenes on an ad
hoc basis and makes recommendatioregarding the Executive Director evaluation
and any other staffing or personnel matters. The Human Reso@ossnittee shall
consist of the chair and two additional board members appointed or reappointed by
the full Board each February.

. Fiscal Committee:The Fiscal Committee is a standicmmmittee that provides the

highest level of management oversight rigld to SRTA financial operations, subject to
SRTA Financial and Accounting Policies and Praegdurhe Fiscal Committee shall
consist of the chair and two additional Board membappointed or reappointed by
the full Board each February.

2. SECTION 2SRTA may establish additional committees or working groups as deemed
necessary or convenient to fulfill triuties of SRTA.

N. ARTICLE IREGIONAL TRANSPORTATION PLANNING

1. SECTION 1n all cases, the Board shall allocate funds only in accordarnieviinding
that the proposed expenditures are consistent with its adopted Regional Transportation
Plan.

2. SECTION BRTA shall, through its adopted annual Ov&valtk Program (OWP), allocate
to the various other participating agencissifficient funds to permit such agencies to
perform their planning responsibilities as designated in the OWP.
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3. SECTION 3n discharging its comprehensive regional planmpragramresponsibilities,
SRTA shall be guided by the teraml provisions ofts Memorandum of Understanding
with the state, its adopted public participation procedures, and by the provisions of the
OWP.

4. SECTION 4SRTA shall prepare and update, as necessary, policies and procedures for
administration of planning and programngrfunctions including the OWP, TDA claims,
and other provisionselated to federal, state and local funding requirements.

O. ARTICLE I4SERVICES

SRTA shall contract out for legal services, independent audits, and other professional services,
asdeemed necessary for administration and operation purposes. These services shall be
performed under supervision of the Executive Director in accordance with procedures
prescribed by the Federal and Stagevernments.

P. ARTICLE ¥REFERRALS

SRTA maycaept, by letter or resolution, referrals for studies and repdrtsm any duly
constituted advisory or legislative body or their representativeports will be made and
returned to the referring body within a reasonable time.

Q. ARTICLE 1ADOPTIOMND CERTIFICATION

These bylaws were duly adopted by the Board of the Shasta Regional Transportation Agency,
at a Board meeting held on May 22, 2012, and revised February 23, 2016.

February 23, 2016
Leonard Moty, Chair Date
ShastaRegionallransportation Agency
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Chapter 1.05 - SOCIAL SERVICES TRANSPORTATION ADVISORY COUNCIL
(SSTAC)BYLAWS

The Social Services Transportation Advisory Council (SSTAC) was established under the
requirements of the Transportation Development Act. B&TAC serves as an advisory body to

the Shasta Regional Transportation Agency (SRTA) regarding the transit needs of residents of the
Shasta Region, including but not limited to transit dependent and transit disadvantaged persons
such as the elderly, disaa, and persons of limited means.

The SSTAC shall be governed by the following bylaws.

A. RESPONSIBILITIES

1. Advise SRTA dhe following:
a. Transit needs of the general public (e.g. hours of service, new bus routes, shorter
headways, etc.)including but not limited to transit dependent and transit
disadvantaged persons such as the elderly, disabled, and persons of limited means.

b. Coordination between transit service providers in the region.

c. Potential connections for people walking wding bikes to/from transit for funding
O2y aARSNJI (i A 2Motofiz¢d Pfogram. Q&4 b2y

d. Other issues the membership believes are relevant to transit in the Shasta Region (i.e.
potential review of transit grant applications, coordination/consolidatiod o
specialized transit services, connections to interregional transit services, etc.)

2. Annually participate in the identification of transit needs in the Shasta Region, including
unmet transit needs that may exist and that may be reasonable to meestablishing

or contracting for new public transportation or specialized transportation services.

3. Annually review and recommend action by SRTA which finds, by resolution, that:

a. There are no unmet transit needs;

b. There are no unmet transit neecthat are reasonable to meet;

c. There are unmet transit needs, including needs that are reasonable to meetpand/

d. There are unmet transit needs that are not reasonable to meet.
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B. PARTICIPANTS

1. SSTAC meeting participation shall includiee members per statutory guidelines (see
Public Utilities Code Section 99238 below):

a. One representative of potential transit users who is 60 years of age or older.
b. One representative of potential transit users who is disabled.

c. Two representtives of local social service providers for seniors, including one
representative of a transportation provider.

d. Two representatives of local social service providers for the disabled, including one
representative of a transportation provider.

e. Onerepresentative of a local social service provider for persons of limited means.

f. Two representatives from the local consolidated transportation service agency,
designated pursuant to subdivision (a) of Section 15975 of the Government Code,
including one representative from an operator.

g. The SRTA Board of directors may approve up to nine additional representatives,
including representatives of residents walking and bicycling/temm transit, to
participate at SSTAC meetings and servaredternatefor any of the nine statutory
members, if needed.

2. In appointing council members, SRTA shall strive to attain geographic and minority
representation among council members.

C. TERM OF OFFICE

1. The term of appointment shall be for thrgears and may be renewed.
D. VACANCIES

1. Avacancy shall be created whemamberresigns; completes their term of appointment
and does not wish to be reappointed; misses three consecutive regular meetings without
good cause; or when a member can no longary out their responsibilities as a council
member.

22LFT I YSYOSNI NBaAdya RdAZNAYy3I KAaGKKSNI G§SN¥:
consultation with the SSTAC or SSTAC Chair, for the remainder of the original term.

3. The SRTA Board oir€ctors approves thregear appointments.
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4. All SSTAC positions shall be advertised, every three years, to either extend the tenure of
current positions or appoint new members.

E. ELECTION OF OFFICERS

1. During the first meeting of the calendgear, the council shall elect a Chair and Vice Chair
to serve for one year. Upon resignation of an officer, a special election shall be held.

G. DUTIES OF OFFICERS

1. Chair:The Chair shall preside at all SSTAC meetings. The Chair may appoint canmittee
conduct elections to fill the positions of Chair and Vice Chair, prepare and sign
correspondence reflecting SSTAC votes or input provided, and may delegate his/her
responsibility to sign correspondence. The Chair or his/her designee should repaet to th
SRTA Board of Directors on recommendations of the SSTAC.

2. Vice Chair:In the absence of the Chair, the Vice Chair shall perform the duties of the
Chair.

3. Secretary: The Secretary shall be SRTA Executive Director or his/her desigimee.
Secetary shall provide information and general assistance; take meeting notes for all
SSTAC meetings; prepare agendas, SSTAC letters and other correspondence, as requested
by the Chair; and prepare and distribute special notices, agenda announcements, staff
reports and other materials, as directed by the Chair or SRTA management.

H. ORGANIZATION AND PROCEDURES

1. Meetings: The SSTAC shall meet at least twice per year, typically in March and September.
Additional meetings may be held as needed. Alternate times and dates to those
scheduled must be agreed upon by a majority of the members in order to carry out the
responsililities described above. The meetings shall be open to the public, in compliance
with the Ralph M. Brown Act (Government Code Section 54950 et aedshall be held
at the Shasta Regional Transportation Agency. If an alternate location is requinedt it
be an accessible location in order to facilitate the attendance of physically disabled
members of the SSTAC and the community in general. In the event both the Chair and
Vice Chair are absent, the majority of a quorum may appoint a presiding dffictrat
meeting.

2. Quorum: A minimum of five of the nine statutory members, or alternates, shall constitute
a quorum for the transaction of official business.
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3. Voting: Actions are generally taken by consensus of all participants. If a vote is required,
it shall be by a voiceote unless any member requests a roll call vote. Where a vote is
taken, passage requires five votes.

4. Limitation of DiscussionDiscussion on any matter by council members or the general
public may be limited to such length of time as the Chair megnmreasonable under the
circumstances.

5. Conduct of Meetings:Meetings are generally to be conducted in accordance with the
LINAY OALX Sa 2F w20SNIQa wdzZ Sa 2F hNRSN®

6. Meeting Notes: Meeting notes recording the members and visitors present, motions
entertained, and actions taken at each meeting shall be prepared by SRTA staff, posted
on the SRTA website, and made available to the SRTA Board of Directors after each SSTAC
meeting.

7. Bylaws: These bylaws may be amended by a majority vote of the SSTAC members and
subsequent approval by the SRTA Board of Directors.

8. Communications:Official communications shall be in writing and shall be approved by
the SSTAC or SSTAC Chair. Official comations approved by the SSTAC Chair shall be
shared with the SSTAC as soon as reasonably practical. The Chair or his/her designee
should make presentations to the SRTA Board for unmet transit needs findings.

9. Staff Assistancdn addition to assistance from SRTA staff, the SSTAC shall solicit technical
assistance from the Redding Area Bus Authority, other transit providers, and relevant
local agency staff regarding public transit and walking/bicycling access to public transit.

Approved by SSTAC on September 9, 2003; amended October 22, 2008
Approved by SCRTPA on October 21, 2003; amended December 9, 2008
Amend approved by SSTAC November 14, 2012.

Amend approved by SRTA board December 20, 2012

Amend approved by SRTA board eéators December 12, 2017
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TITLE 2 - FINANCIAL & ACCOUNTING POLICIEBSPROCEDURES

Chapter 2.00 - INTRODUCTION

2.00.010 - PURPOSE OF MANUAL
A. The purpose of this manual is to enable the Shasta Regional Transportation Agency board and
agency personnel to carry out the purpose and mission ofatfency within the guidelines

set by theCalifornia Government Code, the State Corftr8 NXQ & hthefUhitedSkates: y R
Government.

2.00.020 - AMENDING THE FINANCIAL AND ACCOUNTING POLICIES & PROCEDURES
A. This manual will be reviewed by the fiscal committee on an annual basis.

B. Amendments to this manual mdye made at any time and argmendments require both
fiscal committee and board approval.

Chapter 2.05 - INTERNAL CONTROL POLICIES

2.05.010 - THE BOARD

A. The board is responsible for the oversight of management and to praadénuity to the
agency.Responsibilities of the board as they relate to financial operations are to:

1. Hire/support/evaluate/discharge the executive director;

2. Safeguard the assets of the agency by developing and implemeptlimges and
procedures;

3. Monitor the financial performance of the agency;
4. Create an environment for ethical behavior;

5. Commit the financial and administrative resources for pinevention and detection of
fraud and embezzlement;

6. Review and approve the annual budgets andbatiget revisions;

7. Review and approve major organizational decisions, commitments, and plans including
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expenditures, contracts, loans, and leases;
8. Evaluate progress toward program and financial goals;

9. Ensure the continuity of the agency throutfie development and recruitment of the
executive director;

10. Conduct affairs of the board including board development, transitioneffettiveness;
and

11. In conjunction with the executive director, provide leadership organizational
transition, structure and planning.

B. The board, as the governing body of the agency, formulates financial policies. The board may
choose to delegatsome of the responsibility fadministration of financial policies to staff
or to the fiscal committee.

C. The board is required to complete ethics training biennially.

D. The board will meet their specific responsibilities through:

1. Board orientation;

2. Information flow: financial statements, reportingggarding program&nd operatias,
planning;

3. Each board member exercise of informed, independent judgment;
4. Appropriate board organization and continuity;

5. Board meetings, agendas, minutes and documentation;

6. Appropriate committee structure; and

7. Determination of boareexecutive staff relationships and thextent of delegation of
management authority.

2.05.020 - FISCAL COMMITTEE
A. The agency will establish a fiscal stdmmittee comprised of the following:

1. All subcommittee members should @®sess or obtain a basianderstanding of
governmental financial reporting and auditing.
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2. The subcommittee should have access to the services of at leastfinancial expert,
either a committee member oan outsideparty engagedoy the committee for this
purpose.

3. The actual fiscalsu®2 YYA G (GSS YSYOSNBKALI aK2dzZ R 6S 02Y
members.

4. The minimum membership of the committee shd be no fewer than two (2) members.

B. The fiscal suisommittee provides the highest level of management oversighated to
financial operations. Responsibilities of the fiscal-sammittee are:

1. Recommend the choice of an auditor after complatiof request for proposal (RFP)
process; perform regular,iAR S LJG K NB A Sga 2 T activitySovers@eShg O& Q& -
development of theannual budget and budget revisions; determine the allocation of
assets and investments.

2. Submit anyfinancial policies it deems to be in the best interestlt# agency within the
parameters of the bylaws or federal, state and local laws to the board for approval.

3. Meet as needed or at least twice a year.

4. Determine that all investigations of etlsiviolations, fraud or embezzlements have been
adequately performed.

5. Evaluate, on an annual basis, the performance of the agency executive director related to
the finances.

6. Obtain informal training related to the understanding of financ&htements and
generally accepted accounting principles.

7. Review financial policies and procedures on an annual basis.
8. Meet with the independent auditor for a praudit meeting andoostaudit meeting.

9. Present a financial operations report to theard at each boardheeting.

2.05.030 - GENERAL BUSINESS CONDUCT AND VALUES

A. The members and employees of the agency are required to obserd@ghest standards of
business and personathics in the conduct of theiduties and responsibilities. As
representatives of the agency, they will practice honesty and integrity in fulfitheg
responsibilities andcomply with all applicable laws and regulations. Management and
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employees are expected to communicate thed Sy Oe& Q& S idkample.f @I f dzSa

1. A code of ethics outlining broad ethical principles and values. The values of the agency
are:

a. A commitment to the public good;

b. Accountability to the public;

c. Commitment beyond the law;

d. Respect for the worth and dignity ofdividuals;

e. Transparency, integrity and honesty;

f. Responsible stewardship of resources; and

g. Commitment to excellence and to maintaining the puliicst.

2. All staff and board members of the agency will act with honastggrity and openness
in all dealings as representatives of tlagency. The agency promotes a working
environment that values respect, fairness and integrity.

3. The agency has a cleadiated mission and purpose, approved ttne board, in pursuit
of the public good Allits programssupport that mission and all who work for or on behalf
of the agency understand and are loyal tieat mission and purpose.The mission is
responsive to theconstituency and communitieserved by the agency and of value to
society at large.

4. The agency is a responsible steward of the funds received and ensures all spending
practices and policies are fair, reasonalded appropriate to fulfill themissionof the

agency and alfinancial reprts are factually accurate and complete in aihterial
respects.

2.05.040 - COMPLIANCE WITH ALL LAWS, RULES AND REGULATIONS

A. All board members, employees and consultaniimed with daily operations dhe agency
will comply with #l laws, rules and regulation@cludingthe provisions of California Code
Section 8730@t. seq., andCalifornia Code of Regulations, titleSction 18730, which are
incorporated herein by rerence, as tey exist or may be amendefjescribed by law, code,
policy, procedures;ontract and grantegulations.
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1. The Statement of Economic Interest forms (Form 700) will be maintdigetie Shasta
County Clerk of the Board.

B. The agencyill not enter into any agreementhat creates a risk that alaws, rules and
regulations cannot be followed.

C. The agency will terminate any grant agreements or vendor contraatéichthe grantor or
vendor requests omistructs the agency to performnillegal orunethical act.

2.05.050 - CONFLICT OF INTEREST

Introduction: Conflicts of interest occuwhen a conflict exists between thmublicinterest and
the private monetary interest of the public officiat employee.

A. The followingpolicy ensures that rmy conflicts of interest or theppearance thereof are
avoided or apropriately managed throughlisclosure, recuse osther means. No board
member, employee or consultant involved with daily operations of the agency may:

1. Engage oparticipate in a business or transaction, including outgid®wloyment, or have
a direct or indirect interest that immcompatible with, or that would tend to impair their
independentjudgment in the proper discharge of their agency responsibilities;

2. Solicit or accept a gift from anyone who has an interest in any project within the board
member's or employee's responsibility;
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4. Ask or permit agenegwnedvehicles, equipment, facilities, materials, or property to be
used for his/her own personatonvenience or profit, except when thiproperty is
permitted forthe employee's or board member's use wheonducting agency business;

5. Use his/hemposition for personal financial benefit or that of anmediate family member
(spouse, child or dependent relative living in his/her householdssociated business

(busines2 5y SR 6@ | 02 NR YSYOSNE SYLX2eSS 2N Y.

where any one & them works or serves askmard member, director ocompensated
agent);

6. Accept a fee or honorarium for an article written, appearancespeechmade, or

LI NGAOALI GA2Yy G +y S@Syias Ay 2ySQa 2FFAOA

7. Engage in any polititactivity while on duty or during any timane is paid to be on duty
for the agency that violates the conditiongany grant contract in effect with the agency;
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8. Use agency funds, supplies, vehicles, or facilities for political activity;

9. Solicit or accept anything of value, including a gift, loan, political contribution, reward or
promiseof future employment based oany understanding that the board member's or
SYLX 28SSQa 2FFAOALIET | OGA2Yy 2NJ 2dzRmM'Ssy (I 4 2 dz
generally anything of value given for less than its value.

10. Vote on, or otherwise participat&j any matter on behalf of thegency if he/she has an
associated business, or an immedi&enily member has a financial or personal interest
in the matter greater than that of any otheegment of the populatiorincluding the sale
of real estate, materialsupplies, or services the agency. If the participation is within
the scope of the bardY SY 6 SN a 2 NJ SYLJX 2@ S $élshe iuF §iveOA | £ |
the board a writtenexplanation of the nature an§ E G Sy (i irefest.2 ThiS gblicy
prohibits immediate families andissociatedbusinesses from entering into private
contractual agrementswith the agency.

11. Employees and former employees shall not use confidential informdtomctual or
anticipated personal gain or for the gain of any other person.

B. Former board members or employees are prohibited from:

1. Accepting comperation from the agency to appear before tlagency or board or the
first year after terminating employment or office;

2. Representing anyone, other than the agency, in any mattevhich they participated
personally and substantially while agencyservice;

3. Disclosing or using confidential information gained in their position aatency for their
own financial gain or that afthers; or

4. Working for a party under contract, other than the agency, for one year after the contract
issigned, if they participatedubstantially in the contract negotiations or award.

5. Employees who patrticipate in selection, review or approvakloo have influence over
selection or approval in the purchasing process should not become employeesof a fir
contracting withthe agency. An employeshould not act as a principal as an agenfor
a firm that does businessith the agency for six monthefter the termination with the
agency.

C A Conflict of Interest Form must be completed as required byegonent code by all
designated positions Designated positions argefined below as well as the disclosu
category. Members haverasponsibility to disclose actual or potential ¢licts before their
appointment.

Designated Position Disclosure Gagory
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Board Member
Executive Director
Planner

Chief Fiscal Officer
Consultants*

PR R R

*Consultants shall be included in the list of designated employees and shall disclose pursuant
to the broadest disclosure in th@onflict of Interest Code, subject to the following:

1. Disclosure Category

a. All investments and business positions in business entsi@sces of income, and
interests in real property.

b. Outside counsel for the agency or his designee may deternm writing that a
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duties that are limited in scope, and thus is not required to fully comply with the
disclosure requirements of this sectiorBuch written determiration shall include a
deONR LIG A 2y 2 F ditiés ndbasgdiugei that ge§cfipiion, a statement
to the extent of disclosure requirements. The deteration of outside counsel or his
designee is a public record and shall be retained for pubéipaction in the same
manner and location as this Conflict of Interest Code.

2.05.060 - ETHICAL STANDARDS IN BIDDING, NEGOTIATION AND PERFORMANCE OF
AWARDS

A. It is the intention of the agency to maintain the highest level in ethics in the bidding,
negotation and performance of awards. At no time shall #gency:

1. Award or commit to any contracts with vendors or stdmsultants prior to an award
without all competitive bidding procedures and guidelines being followed;

2. Accept a grant where thact of a grantor specifying a particular vendorsubconsultant
in the award would violate the contraetvarding policies of the agency;

3. Consider bids from vendors or consultants who were mateadicipants in the proposal
preparation; or

4. Congder bids from vendors and consultants who participated in stratgganning
sessions (other than providing information).
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2.05.070 - FRAUD

A. It is the intent of the board to provide the administrative and financial support for the
detection and prevenon of fraud and other financial abuse. The board amhagement
recognize the need to maintain amosphere conducive to the highest ethical behavior. At
no time will the board or management create agnvironment encouraging unethical
behavior. The agncy is committed to protectintaxpayerdollars and assets fromngfud and
recovering losses asrasult of fraudulent activities. These policies establish steps to combat
fraud and to provide procedures to follow when fraudulent acts are suspected.

B. The agency will provide ethics training to all employees on an annual basis.

2.05.080 - REPORTING OF ETHICS VIOLATIONS, FRAUD OR EMBEZZLEMENT

A. It is the responsibility of all members and employees to reporvialiationsor suspected
violations in accordance with this policy.

B. No member or employee who, in good faith, reports a violation of ploécy shall suffer
harassment, retaliation or adverse employment consequence. An employee who retaliates
against someone who has reportaedviolation in good faith is subject to discipline up to and
including termination of employment. This policy is intended to encourage and enable
employees and others to raiserious concerns within the agency prior to seeking resolution
outside theorganization.

C.¢KS Ll2tAO& | RR dBrddoalicylardSughedStyateinglayees share their
guestions, concerns, suggestions or complaints with someone who can address them
properly. If an employee is not comfortable speaking to their disegiervisor or is not
satisfied with theproposal, they are encouraged to speak with the executive director, who
has the specific responsibility to investigate all reported violations.

D. Any allegations concerning a specific employee should be broughheoattention of
someone one level higher than the level of the employee being reported.

E. The executive director is responsible for investigating and resolvimgpaltted complaints
and allegations concerning violations of the poleyl, at his/her discretion, shall advise the
fiscal committee. The executive director has direct access to the fiscal committee and is
required to report to them on any compliance or suspicious activity. The executive director
is an advisor (not a membgeof the fiscal committee.

F.¢KS FAa0Ff O2YYAGGSS akKlff RRNBaa Fftf NBLEZN
accounting practices, internal controls or auditinfhe executive director shall immediately
notify the fiscal committee of anyush complaint and work with the audit committee until
the matter isresolved.
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. Anyone filing a complaint concerning a violation or suspected violatitmegolicy must be

acting in good faith and have reasonable groundstelieving the information closed
indicates a violation of the policy. Any allegations that prove not to be substantiated and
which prove to be made maliciously or knowingly to be false will be viewed as a serious
disciplinary matter.

. Violations or suspected violations may ebmitted on a confidential basis by the

complainant or may be submitted anonymously. Reports wilkéet confidential to the
extent possible, consistent with the needtonduct an adequate investigation.

The executive director will notify the seedand acknowledge receipt of the reported or
suspected violation within five busess days. All reports will lpromptly investigated,and
appropriate action will be taken if warranted.

2.05.090 - WHISTLEBLOWER PROGRAM

A.

The WhistleblowelProgram is established to provide a method for reporting fraud, waste
and abuse within the agency. Policy and procedures are established to facilitate the
development of internal controls that will provide for the detection, prevention, and
reporting of faud, waste and abuse directed against the agency. It is the intent of this policy
to promote awareness of the potential for fraud, waste and abuse throughout the agency,
and to provide guidelines and assign responsibility for the development of adenuiateal
controls and systems of the whistleblower program.

The law in California protects employees from retaliatory or adveessonnel action for
disclosing certain information including, but nonited to, violations of laws and suspected
acts ofgross mismanagement or gross waste of public funds.

. The termfraud refers to, but is not limited to, any dishonest or fraudulent act to include

forgery or alteration of any document; misappropriation of fundspplies, etc.; improper
handling or repaing of money or financial transactions; profiting by self or others as a result
of inside knowlelge; destruction or intentionalisappearance of records, furniture, fixtures

or equipment; accepting or seeking anything of material value from vendors iope
providing services or materials to the agency for personal benefit; and/or any similar or
related irregularity.

. Wasterefers to the unnecessary incurring afsts as a result of inefficiepractices, systems

or controls.

. Abuserefers to viohtions and circumventions of departmental or agency regulations which

impair the effective and efficient execution of operations.

The agency treats all information received confidentially, to the exédioivedby law. Any
employee, citizenconsultant, vendor, or othelinterested party who has observed or
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suspects dishonest or fraudulent activity should notify the audit committee or agency counsel
immediately. Persons observing or pasting dishonest or fraudulerdctivity should not
attempt to personally conduct an investigation related to such activity.

G. All documents and/or information obtained in the investigation of complaiateived shall
be consideredn draft form until the officiatompletion of the investigation. At that tintae
AdzLILR2 NOAY 3 AYF2NXIEGA2Y gAff 06S dzaSR (G2 LINBI
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returned to the department from which thegame ordistributed to the appropriate law
enforcement officials for use in further investigation or legal matters. All documents with the
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shallnot be disclosed, excepsaequired by law. All public record requests for information
should be coordinated with the assistance of agency counsel.

H. Procedures for Receiving Complaints:

1. A current or former agency employee or other party who suspects fraud, waste, or abuse,
and does not desire anonymity, should:

a. Contact the fiscal committee or agency counsel and provide as much detailed
information as possible regarding the suspected conduct.

b. If requested by the fiscal committee or agency counsel, furnish a detaiféten
statement, outlining the suspected conduct.

c. Cooperate with the investigative audit process psoviding written statements,
interviews, etc.

2. A current or former agency employee who suspects fraud, wasthuse, and wishes to
remain aronymous, should:

a. Contact the fiscal committee or agency counsel and provide as much detailed
information as possible regarding the suspected conduct.

b. The caller, though anonymous, must be willing to share spétiiomation regarding
the suspected conduct.

3. A member of the public suspecting fraud, waste, or ahissencouraged to contact the
fiscal committee or counseWwith specific and detailed information regarding the
suspected conduct.

4. Individuals are not required to leave personal information, but theyeareouraged to
leave a means of contact wrder for the whistleblower program to gather additional
information aboutthe matter, if necessary.
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5. The agency will:

a. Maintain a whistleblower notificationprocess andattempt to secure as much
information as possible from the reporting individual.

b. Complete an independent review of all claims received.

c. Cmtact law enforcement, as appropriate under thecumstances, foconsideration
as to their involvement in the case. Determination of the appropriate agency will be
considered with the assistance of counsel.

d. Evaluate reported conduct pertaining toyand all departments of thagency, and
such otheractivities/entities engaged in the expenditure of agency funds.

e. Report findings in accordance with the whistleblovpeticy herein.

f. Work with law enforcement autbrities as necessary during theourse of the
investigativereview andrefer applicablefindings to appropriate authorities upon
completion.

An individual who reports suspected fraud, waste or abuse who becanasrial to a
criminal investigation magot be able to remain anonymous. In the event anonymity cannot
be maintained an individual reportirfgaud, waste, or abuse in good faith will be protected
from retaliation.

In the event of a complaint regarding the executive directocaunselthe fiscal committee
will engage outside counsel.

. In the event of a complaint regarding the fiscal committee or board atpency counsel will
be contacted.

CPEf O2YLX FAYG NBazftdziAzya gAtf 0SS RaiandzySy ad S
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. At the discretion of the fiscal committee, complaint resolutions may be presented to the
general board.
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in accordance with agency policies and procedures regarding audit work paper retention
periods.
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2.05.100 - CONTINUING EDUCATION
A. The education goals of the agency are:

1. Employees are encouraged to attend training ggproved by management and in
alignment with the budget at the expense of the agency. The training will consist of
technical informationNBf 6 SR (2 (GKIG SYLIX 28SSQa | a&A:
supervision, management, budgeting aactounting.

2./ 2y GAYydzZAiy3 SRdzOl GA2y & LIS O Arfeles larid fwith pib f || 0 SR
approval from management is acceptable and may be subject to partial or complete
reimbursement by the agency.

3. Continuing education not related to an édf 2 @ SS Q& LIS NIE apNdvved/b® S Y dza
the board before any reimbursement can be made.

2.05.110 - RISK

A. Introduction: The agency is subject to reporting for financial statemenigposes, liability
andclaims from a variety of risks arising fromtgrproperty damage, errors and omissions,
injury to employees arising from unsafe conditions or hazards in the workplace, an@linatur
disasters. Risk can also &&sociated with grantees anegndors.

Risk management for financial statement purposesoemgassesdentifying risks, evaluating
potential losses, and ultimately planning ateveloping grogram to mitigate these risks to
an acceptable level or record the liability associated wiginagram.

¢KS 3SyoeQa NRA]l VYI yIrEks i 8nderstahdN SoNttey, tyges, f £ A |
and likelihood of risk. At a minimum, exposureitksshould be identified in the following
areas:

1. Economic environmenthe ability to ke paid by governmental agencies atimely basis
and theability to pay vendors on a timely basis.

2. Internal environmertthe amount of financial risk that is taken by staff and management.
Often associated with an attitude towards rules and regulations.

3. Legal environment any liabilities associated with noftompliance of rules and
regulations.

4. Operational environmental the ability to provide sufficient internal controls and

appropriate staffing. The ability of the organization to provide adequate staff and
resources.
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5.

6.

Politicalenvironment influence or pressure from other governibgdies.

Social environment(socieeconomic composition of the community).

B. It is the intent of the agency to maintain accounting and financéglorting risks at an
acceptable level. The agcy shall minimize liabilitgnd control risk by the following:

1.

2.

Adhere to all laws, rules and regulations.

t NBLI NB LINRLRalfta GKIG F2ff2¢ GKS 3SyodOeQa
Avoid changes to grants or contracts that do not follow agency policy.

Prepare budgets that are reasonable.

Enter into agreements with those agencies that have the abiligntend the agreement,

those willing to pay a fair price forthe3 Sy O Qa aSNBAOS& | yR (K2a
FINBSR dzZLll2y aKIFINE 2F GKS F3Syoeqa 024l

Setting challenging but reasonable goals for employees, to emphasize ethical behavior

instead of creating situations that result in fraudulent financial reporting or other
unethical actions.

C The agency shall minimize business antaérent risk by the following:

1.

Ensure that all contracts recover all agreed upon costs and that the risk of partial or
complete project failure can be covered.

Accept grants with insufficient or incomplete funding if the agency reasonably bsliev
can receive matching grants atherwise complete the proposed work using other
funding sources.

Ensure that the agency can achieve the results projected.

Accept projects with appropriate cost analysis or feasibility stuciespleted.

2.05.120 - FINANCIAL PERSONNEL

A. Employees and consultants involved with financial records shall be bondable.

B. All employees involved with financial records shall possess sufficient training and have
knowledge of generally accepted accoungt principles.
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Chapter 2.10 - FINANCIAL MANAGEMENT

2.10.010 - BASIS OF ACCOUNTING

A.

The agency will maintain the accounting records and prepare financial statements using the
accrual method following Generally Accepted Accounting Princi@a#\P).

The agency will maintain the records under the provisions of Governméwmzbunting
Standards Board (GASB) 34 related to reporting under full accrual.

. The agency will follow the guidelines as found in the State of CalifAoweunting Standards

and Procedures.

. The agency will follow the guidelines as found under Office of Management and Budget

(OMB) Circulars-87, A133 andNo. 744.

Governmentalesources are allocated to and accounted for in separate entitiegdchihds,

based upon purposes for which they are to be spent and controlled. A fund is defined as a
fiscal and accounting entity with a sélalancing set of accounts recording cash and other
financialresources, together with all related liabilities arduities, and changes therein,
which are sgregated for thepurpose of carrying on specific activities or attaining certain
objectives in accordance with special regulations, restrictions, or limitatiGwernmental
Funds focus primarily on the sourceses and balance aurrent financial resources and
often have a budgetary orientation. They employ the flow of current financial resources
measurement focus anthe modifiedaccrual basis of accounting:

1. Revenues are recognized in the accountingqeem which theybecane measurable and
available. Sixty (60) days shall be considerszhsonable period.

2. Expenditures are recognized when incurred, if measurable, extmpun-matured
interest on general longerm obligations, which isecognized when due.

3. Prepayments and capital expenditures are not recordededsrred costs to be allocated
over future period, but rather as current expenditures

4. Assets and liabilities reported on the financial statements are limited to those
representing current available resources or requiring expenditure of said resources.

The general fund is used to account for all financial resources exoegt required to be
accounted for in another fund.

The capital projects fund is used &xcount for financial resources to hesed for the
acquisition and construction of major capital expenditures.

40



H. Special revenue funds are used to account for revenue to be usedsforciic purpose:

1. Fiduciary fund$ocus on net assets and changeset assets.Trust funds use the flow of
economic resources measuremeliocus and the accrual basis of accounting, except for
the recognition of certain liabilities of defined benefit pension plans. Agency funds also
use the accrual basis of accoumgjrbut since they are custodial in nature and do not
involve the measurement of results operations, they do not usermeasurement focus.

2. Proprietary funds are accounted fon a flow of economic resourc@seasurement basis

and account for operationthat are financed and operated in a manner similar to private
business enterprises.

2.10.020 - RECORDS RETENTION
A. Definitions for records retention are:
1. Active Records Those records that are referred to at least once a month; a record that

remains active until some event occurs to changet#gus;at which time it has fulfilled
its function.

2. Administrative RecordsRecords commonly found in all officasd typially retained only
for a short time period of less than five (5) years. Examples include subject, chronological,
budget and policy files.

3. Archival RecordsRecords with enduring value because theflect significant historical
events, document the history and development of an agency, or provide valuable
research data.

4. Audit - An audit of federal awards/grants conducted under thepectorGeneral Act of
1978, as amendedyhen the inspector general of federal agency audits or iegtigates
any program, function, or activity administered by that agency8{AASMB a0, Section
6.8)

5. Grant or Services Contract or AgreemeAtgrant or servicesontract or agreement with
any agency or organization that contains audit or recoeténtion requirements that
exceed thaimeframe beyond thoselescribed in this policy.

6. Nonrecords- Material not usually included within the definition of records, such as
unofficial copies of documents kept only for convenience or reference, ngapers,
appointment logs, stocks of publications and processkeduments, and library or
museum material intended solely for reference or exhibition. Also, documents such as
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rough notes, calculations or drafts assembled or created and used in therpt&paor
analysis of othedocuments.

7. Permanent RecordsRecords that are required in perpetuity, usually identifiedsiayute
or other written guidance.

8. Perpetual RecordsRecords retained for an indefinite periodtohe and then stored or
destroyed after some event takes place. Includes personnel files which are kept until a
person leaves the office, policy files kept until the policghianged, contract filegept
until the contract terminates.

9. Program RecordsRecords that relate to the primary function of tlgency in proposal
to its daily mission. Includes recorders fidgsl probate records.

10. Public Records Information relating to the conduct of the guf A 0Qa o0dzAAy Saa
owned, used or retained by any local agency regardless of physical form or characteristics.

11. Records All papers, maps, exhibits, magnetic or paper tapes, photographic films and
prints, and other documents produced, receivedned, or used by an agency, regardless
of physical form or characteristics.

12. Records Retention Schedu@ list of all records produced or maintained by an agency
and the actions taken with regardsibK 2 8 S NBX O2 NRa @ I NBOGSyiliAzy
legal authority to receive, create, retain, and dispose of official public records.

13. Retention Period The length of time a record must be retainedulfill its administrative,
fiscal, and/or legal function. Thenrecord should be disposed of as soon as possible in
accordancevith an approved schedule.

B. The purpose of record retention is to:

1. NP GARS 3dzARSfAySa (G2 adl¥F NBIFINRAYyI GKS N
for the identification, maintenance, safeguarding and disposal of records in the normal
course of business; ensure prompt and accurate retrieval or records; andreens
compliance with legal and regulatory requirements; and

2. Retain vital and important records, regardless of recording media, and those having legal,
financial, operational, or historical value to the agency.

C. Responsibility of recortetention is:

1. Per Section 60201 (d) of the California Government Code, an agency magstroly or
dispose ofany record that:

a. Relates to formation, change of organizatiorreorganization of the agency;
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b. An ordinance adopted by the agenc
c. Minutes of any meeting of the legislative body of the agency;

d. Relates to any pending claim or litigation or as®gttlement or other disposition of
litigation within the past two years;

e. Is the subject of any pending request mgu&suant to the California Public Records
Act, whether or not the agenayaintains that the record is exempt frodisclosure,
until the request las been granted or twgears have elapsed since tlagency
providedwritten notice tothe requester that the rguest has been denied;

f. Relates to any pending construction that the agencyr@saccepted or as to which
a stop notice claim legally may peesented,;

g. Relates to any nodischarged debt of the agency;
h. Relates to the title to real pragty in which the agency has amerest;
i. Relates to any nodischarged contract to which thegency is a party;

j. Has not fulfilled the administrative, fiscal, or legal purpose for which it was created or
received,;

k. s an unaccepted bid @roposal, which is less than two years old, for the construction
or installation of any building, structure, or other public work;

I.  Specifies the amount of compensation paid to agency employees or officers or to the
independent consultants providing personal or professional services tagbacy or
relates to expense reimbursement to agency officers or employees or to the use of
ageny paid credit cards or any travel compensation mechanism. However, a record
described in this paragraph may be destroyed or disposed of pursuant to this section
seven (7) years after the date of paymerRayroll and personnel records include
accident reprts, injury claims and settlements, medical histories, injury frequency
charts, applications, changes atefminations of employees, insurance records of
employees,timecards classification specifications (jakescriptions), performance
evaluation formsearningrecordsand summaries;etirements.

. Per Section 60203 of the Government Code relddswithstanding Section 60201, the
legislative body of an agency may authorize the destructibany record, paper, or
document that is not expressly requitegllaw to be filed and preservealfthe following
conditions are complied with
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a. Therecord, paper, or document is reproduced by any medium that is a trusted system
and that does not permit additions, deletions, or changes to the original doctimen
compliance with Section 12168.7 forecording of permanent records or
nonpermanent records;

b. The device used to reproduce the record, papedocument on any medium is one
that accuratelyreproduceshe original thereof in all details and thabds not permit
additions, deletions, or changes to the origidatument images;

c. The medium is placed in conveniently accessible files @ogision is mad for
preserving, examining, and using the files.

Other:

a. Duplicate recordspapers and documents may loestroyedat any time without the
necessity of board authorization or copyitwyphotographic or electronic media.

b. Originals of records, papers and documents more than figars old that were
prepared or received in any maer other than pursuant to state or federal statute
may be destroyed without the necessity of copyingpieotographicor electronic
media.

This policy does not supersede any timeframe for audits or regehtion specified in
any grant orservicescontract or agreementhat exceeds the timeframes shown in this

policy.

The executive director is authorized by the board to interpret anglement this policy,
and to causdo be destroyed any or all suekcords, papers and documents that meet
the qualifications governing the retention and disposal of records.

Retention Period

Accounts payable ledgers and schedul&8:years

Accounts receivable ledgers and schedul&®:years

Audit reports of accountantsPermanently

Bank statements10 years

Bond records: ledgers, transfer payments, stubs showing issues, record of interest
coupon, options, etc.Permanently

Cash books10 years

Checks (canceled, with exception below} years

Checks (canceled, for important payments; i.e., taxes, purchase of property, special
contracts, etc. [checks should be filed with the papers pertaining to the underlying
transaction]): Permanently

Contracts and leases (expired)0 years
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10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.

Conracts and leases still in effecRermanently

Correspondence, generadt years

Correspondence (legal and important matter&ermanently

Depreciation schedulestO years

Donation records of endowment funds and of significantmeted funds: Permanently
Donation records, other10 years

Duplicate deposit slipsiO years

Employee personnel records (after terminatior)years

Employment applicationsi year

Expense analyses and expenskstribution schedules (includes allowance and
reimbursement of employees, officers, etc., for travel and other expenSesars
Financial statements (enradf-year): Permanently

General ledgers and eraf-year statements:Permanently

Insurance policies (expired}0 years

Insurance records, current accident reports, claims, policies, etc.: Permanently
Internal reports, miscellaneous years

Inventories of products, materials, supplies) years

Invoices to catomers: 10 years

Invoices from vendorsiO years

Journals:10 years

Minute books of board, including Bylaws and Articles of IncorporatiRkermanently
OverallWork Program budget document8 years

Payroll records and summaries: 10 years

Purchase orders3 years

Sales recordsi10 years

Subsidiary ledgerslO years

Time sheets and cards: 5 years

Voucher register and schedule$0 years

Volunteer records:3 years

E-mails: active projets-current, completed projectsb years

E. Other governing documents that outline records retention are:

1. Circular No. M7 - Cost Principles for State, Local and Indian TfHmlernments. ASMB

G10- Section 6. TImplementationGuide for OMB Circular®/. The Common Rule issued
pursuant to OMB Circular-202 covers mospolicies associated withecords to be
retained and/or disclosed by a governmental unit receiving federal assistance funds.
Section .42 of thatule requires that all financial and programmatic records, supporting
documents,statistical records, and other records of recipients and sub recipients be
retained. Section .36 (i) (10) of the rule covers the record retention requirement for
consultantsunder grants and their subonsultants. Generally, records must be retained
for three (3) years from the submission date of the final financial report for that funding
period. However, if any litigation, claimegotiation,audit, or other action involwg the
records has been initiated before the thrgear retention period has expired, the records
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must be retained until the action is completed and all issues which arise from it have been
resolved, or until the end of the regular thrgear period, whichver is later.

2. Circular No. A33- Audits of States, Local Governments, and {Roofit Organizations
Siwbpart G Auditees, Section 32@) Report retentiomequirements. Auditees shall keep
one copy of the data collection form described in pargirdb) of this section and one
copy of the reporting package described in paragraph (e) of this seatidihedor three
(3) years from the date of submissi to the Federatlearinghousalesignated by OMB.
Passthrough entities shall keep sub recipiefds a4 dzo YA da A2y a 2y FAES F2
date of receipt.

3. Circular No. 74 - Cost Allocation Plans and Indirect Cost Rates for Grants and Contracts
with the Federal GovernmentSection } General Information, Retentioof Records and
Documentationfor Audit- The Federal retention and custodial requirementsriecords
FNBE O2y il AYySR Ay 1GGFOKYSyYy(d /3 a&! yinka2 NY | R
G2 {GFrdS +yR [ 20!l {). DgegesaNiyraqGingsitamtdinanci@eords, T n
supporting documents, statistical data, and all other records pertinent to Federal
programs be retained for a period of thrg8) years. The retention period for cost
allocation plans submitted for approval to cognizant Federal agency startstifiotate
of submission. The retention period for cost allocation plans which are prepared and
retained by the local government, starts of the last day of the fiscal year (or other
accounting period) covered by the plan.

4. Grant or Services Agreement €ontract Individual grant or service agreements or
contracts may extend the timeframe for audits or record retention. If the timeframe
specified in a grant or service agreement or contract exceeds the timeframe in this policy,
the controlling timefrane is the one specified in the grant or services agreement or
contract.

2.10.030 - INFORMATION RECOVERY

A. The loss of information in a disaster is covered under separate pofmiemformation
technology.

2.10.040 - FINANCIAL STATEMENTS

A. Interim financial information will consist of a budget vs. actual applicable period check
register. The executive director and project managers will also receive the financials for each
work element quarterly.

B. The budget vs. actual is to be submittexlthe board, executive director, agengyoject

managers and fiscal committee by the CFO no later than 72 hours prior to board/committee
meetings.
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2.10.050 - INSURANCE AND BONDING
A. When possible, the term of a policy shall be identical toth8 Sy O Q& FA&AO0Ff &S| |

B. The agency shall maintain fidelity coverage or bonding on all employees involved with
financial assets (such as cash and checks) any on consultants or independent consultants who
have contact with the financial resources or inf@mon of the agency and are not a licensed
consultant.

2.10.060 - AUDITS

A. The agency is required to have an indagdent audit of their financiadtatements performed
in accordance with appropriate professional auditing standards. The audit shalripdated
within one hundred eighty days (18@ays after the end of its fiscal year. The annual audited
FAYLFYOALFT NBLRNI O2dzZ R Ffa2 o6S NBI|jdzANBR (2
Circular AL33.

B. The audit shall be performed by an indeyient certified publia@accountant.

C. The agency shall follow the recommendations of the Government Finance Officers
Association of the United States and Canada (GFOA) in recommending that a consolidated
annual financial report (CAFR) issued as a begractice for financial reporting. The CAFR
expands upon the basic financial statements that are required by generally accepted
accounting principles by including additional financial informatiooken down into three
sections: Introductory, financial, ad statistical:

1. The introductory section progtes general information on th@ 2 SNy YSy 1 Q& ada N
services and environment.

2. The financial section includes the basic financial statements and notes as well as
additional information on allindividual funds notreported in the basic financial
statements.

3. The statistical section provides trend data and #imancial information that assists in
the assessment of the government's financial condition.

4. The agency shall strive to parpeite in the GFOA Certificate Athievement in Financial
Reporting Program designed to encourage assist local governments to go beyond the
minimum requirements of GAAP to prepare comprehensive annual financial reports that
evidence the spirit of transpaney and full disclosure.

D. At the conclusion of the audit, the auditor shalscliss all comments that will liecluded in
the audit report with management, each member of the governing body, and each member
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of a fiscal committe charged with governanceln addition, the auditor shall notify each
member of thef 20F f 3I2FSNYYSyiQa 3I20SNYyAy3d o062Re A
conditions that may causefaancial emergency condition.
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findings. In addition, the audit findingehd proposals must be incorporated in the audit

report package.

. The auditor saction process shall follow the regular procurement process and bid
requirements including:

1. Establish factors to be used in the evaluation of audit services.

N

. Publicly announce requests for proposals.

3. Provide interested firms withequests for proposals.

H

Evaluate proposals provided by qualified firms.

. Annual Transportation Development Act (TDA) Compliance and AistithgAgency Annual
Audits

Introduction: Pursuant to Public Utilities CodBection 99245 the transportan planning
agency shall be responsible to ensuhat all claimants to whom directs the allocation of
funds shall submit to the planning agency an annual certified fiscal audit conducted by an
entity other than the claimant.

The agency has previdu® Ay O2N1lI22 N} G6SR (GKS OfFAYlIydQa Iy
audits into the agency audit. This policy will allow for the claimants to include the TDA audits
within the scope of their own annuéikcal audits:

1. If a claimant determines that they Wwihclude the TDA fiscal audit withihe scope of
their annual fiscal audit, the claimant must notify the agency no later than June 1 of each
calendar year of their determination. The agency will provide a document to the claimant
prior to June 1 requesig that the claimant verify if the claimant will include the annual
TDA audit, or if the audit will hacluded in the agency annual audit.

2. If the claimant requests that the agency include the TDA fesadit within the agency

annual audit, the agencrequests thabne point of contact for all proposals, documents
and/or data beappointed to the audit.
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3. A report on the audit shall be submitted to the agency within 180 days after the end of

5.

the fiscal year. The agency may grant an extension ab 90 additional days as it deems

necessary.
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California Code of Regulations. The claimant must provide a separate report and the audit
report shall include a certificatn of compliance with the TDA.

Allocations may be delayed to any claimant that is delinquerisiaubmission of a fiscal

and compliance audit report.

2.10.070 - FINAL AUDIT ADJUSTMENTS

A. The agency will record agreegbon auditadjustments and reconcile net assets on the

accounting records to the audited financial statements.

2.10.080 - CHART OF ACCOUNTS
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Accounting Standards and Proceés. An accourriumber shall be assigned to each account
category to provide a specific identification of all financial transactions.

B. Separate ledger accounts for specific projects will be maintained as required by the funding

source regulations.

C. Accounts will be numbered as follows:

arwpdE

10000¢ 10999
11000¢ 11999
12000¢ 12999
13000¢ 13999
16000¢ 16999

17000¢ 17999
18000¢ 18999
19000¢ 19999
20000¢ 20999

. 21000¢ 23999
. 24000¢ 24999

25000¢ 25499

. 25500¢ 25599

26600¢ 26999

Cash

Receivables

Inter Fund Receivables (Due From)
Prepaid Assets

Capital  AssetsDepreciated
Infrastructure)

Open

Open

Other Assets

Accounts Payable

Other Current Liabilities

Due to Other Governments
Deferred Revenue

Other LongTerm Liabilities
Pension Liabilities

(Buildings/Utility
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15. 27000¢ 27999 LongTerm Debt

16. 30000¢ 35999 Fund Balance/Net Assets
17. 40000¢ 40999 Open

18. 41100¢ 42999 Revenue

19. 43100¢ 43199 Revenue Interest

20. 43300¢ 43399 Rental Income

21. 43400¢ 43499 Other Income

22. 51000¢ 51999 Personnel Expense

23. 55000¢ 55300 Consultant Expense

24. 60000¢ 68999 Other Expenses

25. 69000¢ 69999 Payment to Other Governments
26. 70000¢ 70099 Indirect Cost Allocations

27. 81000¢ 90999 Other Income

28. 90000¢ 92999 Other Expense

2.10.090 - JOURNAL ENTRIES

A. The CFO will prepare monthly journal entries, when necessary, for the agency.
2.10.100 - FISCAL YEAR
A .¢CKS | 3SyoeQa FAaOlf &SFNI A& WdzZ & wm G2 WdzyS

2.10.110 - ACCOUNT MAINTENANCE

A. The accountant shall maintain the detail and documentation on all general ledger accounts
on a monthly basis.

Chapter 2.15 - ASSETSLIABILITIES AND FUND BALANCE (NET ASSETS)

2.15.010 - BANK ACCOUNTS

A. The agency shall maintain all bank accoumtsaccordance with Sectio2.15.040 -
Investmens.

B. Cash shall be presented on the statement of net assets as unrestrictegdtdcted.
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2.15.020 - BANK RECONCILIATIONS

A. The CFO shall reconcile the bank statement and verify all deposits/checks posted on the
I 3SyoeQa | 002 dzy (i -gendratddychedk ragisted. Wn2nyreddntiltish
complete, the statement shaltle reviewed by the executive director.

2.15.030 - CASH MANAGEMENT AND FORECASTING

A. The CFO is responsible for maintaining a chsi forecast and monitoring th8ow of cash
Ayid2 yR 2dzi 2F GKS 3SyoOeéQa ol eAlchécksOleadzy (i & 2
the account and the account is not overdrawn.

B. The CFO shall maintain a miniiu Rl A f & 0 t | y Oerating/accousitSf fived Sy O & ¢
thousand dollars ($5,000) and make tthetermination to tansfer funds into this account no
later than 2:00 p.m.daily, Monday through Friday.

C. If for any reason it appears that the checking account magMeedrawn,or the daily balance
has gone below $5,000 the executive director willno¢ified immediately.

2.15.040 - INVESTMENTS

A. Background- Investing public funds is usually a core responsibility of local government
finance professionals and can be one of the most complicated responsibilities.

B. The main objectives of effective cash management and investing plulpits is, in his
specific order, to ensure the safety of principal, provide sufficient liquidity to pay
obligations when due and earn a reasonable rate of return on invested funds.

C. Risk- There are different types of risks associated with cash management westimg that
must be understood and managed to ensure the sabdtgrincipal:

1. Credit risk- The risk that an issuer or other counterparty to iamestment will not fulfill
its obligations. This risk can be manadpdpurchasing only higrated secuities and
monitoring the credit worthiness of issuers.

2. Concentration of credit riskThe risk of loss attributed to the extent of investments held
from a single issuer. This risk can be managed by limiting the amount of investments held
from any sigleissuer (diversification).

3. Custodial credit risk The risk that, in the event of the failure of a depository financial
institution, a government will not be able tecoverdeposits or will not be able to recover
collateral securities that are ithe possession of an outside party. This risk can be
managed by federal insuranesad California government cogdequirements.
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4. Interest rate risk The risk that changes in interest rates aidversely affect the fair value
of an investment. When tas rise, security values fall and vice versa. This risk can be
managed by matching investment maturities with accepted disbursements, purchasing
shorterterm securities, and staggering maturity dates throughout the year (laddering the
portfolio).

5. Liquidity risk- The risk that securities must be sold befargicipated providing liquidity,
which may result in a loss of principal. See interest rate risk discussion above.

D. Investment Reports The agency shall prepare annual reportingrofestment results and
portfolio composition to the fiscal committee or board of directors containing the following:

1. Types of investments held

2. Average rate of return for period reporting and year to date
3. Average maturity oportfolio.

4. Compliance with investment policy provisions

5. Changes in investment strategy

6. Comparison of portfolio return with benchmarks

7. Interest rate environment changes

E. Brokers and dealers will be selected by an informal selegtimcess Criteria used may
include; office proximity, services provided, referendesm other governments, and
competitiveness of bids. If brokers or dealers become noncompetitive, other providers can
be substituted relatively easily. Retaining threefive broker/dealers is usuallufficient to
ensure adequate competition, depending on the portfolio size, frequency of purchases and
services required.

F. Purchasing Investmentsall securities should be purchased using theJr & Y SR/Sif AJASINE ¢
method, using an independent third party. Thigethod ensures that securities purchased
are delivered before payment is made.

G. Security PurchasesVhere possible, obtain more than one quote on securities purchased to
ensure thehighest rate of return habeenobtained. Competition will usually enhance the
rate of return achieved. Similar securities cashbstituted if maturity dates and credit risk

is comparable. For example, federal instrumentalities (Freddie Mac, Fannie Mae, etc.) are
usually compaable in credit risk. Requesting quotations on specific siguypes and
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specificmaturity dates (or narrow date ranges) is a common practice to facilitate comparison
of competitive offers.

. The agency has a fiduciary responsibility to protectdbsets of theagency and invest funds

with reasonable care. The agency may invest in a broad array of investments and allowed
under the California Government Code (CGC). The agency will invest as much as possible, all
idle funds.

The accountant is sponsible for cash management.

. The fiscal committee and board shall approve all investments.

. The fiscal committee shall review each investment to ensure thainbhestment follows the
policies of the agency.

. The fiscal committee of thagency shall meet periodically to reviegmvestmentsand to
NEPASSs (GKS |3SyodeqQa Ay@SadySyd LRtAOASa®

. The agency will invest in only investments permitted under CGC Sections 53600 et seq.

. The criteria for selecting investments will be:

1. Safety- The risk associated with tHess of principal or interest. hisloss may be a result
of the institution or market fluctuationsThe agency will not invest in any securities which

present a risk to principal.

2. Liquidity- The more liquid a securityhe lower the yield. Care and consideration will be
given whennvesting in securities that cdre converted to cash prior to maturity.

3. Yield- Based on an annual rate of return, yield is the lowest criteria.

. The investmentestrictions are:

1. No securities below an-A Standard & Poor credit rating may be purchasadj
2. No leveraged, hedging or reverse repurchase investments are permitted.

. Collateral requirements shall meet the n@igements of CGC Section 536%dhich describes
eligible securities

. The agency will diversify the investment portfolio as appropriate.

. All securities will be held in the name of the agency.
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S. Transfers of funds means:

1. Only authorized signers may move funds between the/a@e2 Q& OKS O]l Ay 3Z Ay«
line of credit accounts. Such transfers will be subje¢hé&dollar limitations as found in
Section2.35.050 and

2. Advanced funds on government grants in the care, custody or control of the agency may
betransferred into and out of th¢ 3Sy 0@ Qa Ay @dSaldyYSyidao ¢KS A
minimum or maximum time limit in whictunds must remain in the investment.

a. The intent of the board of directors is to earn interestamvanced governmeritinds,
if appropriate, and use the interest generated to increase the work implemented
within each respective government grant.

b. Funds the agency receives from ngovernment sources may also be transferred to
investments, if appropriate, to be used sigecified by the board.

2.15.050 - PETTY CASH

A. A petty cash fund not to exceed $100ahbe maintained in the agenayffice by the
Administrative Associate

B. Petty cash shall be used for authorized agency purchases underdbly20 It shall not be
used for personal laas of any nature. No other us# the fund isauthorized without
approval of the board of directors.

C. The fund shall be kept in a locked file, desk or other faciligildimes.

D. A log of all expenditures and associated rpteshall be maintained by th&dministrative
Associate The executive director shall approve the petty cash expenditures.

E. TheAdministrative Associatehall prepare a request for reimbursement chadien the fund
requires replenishment.

F. Theboard may perform random un&ounced audits of the petty cashnds.

2.15.060 - ACCOUNTS RECEIVABLE

A. It is the intent of the agency to bill receivables by th& 26 the monthafter aquarter, or as
defined by the grant.
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B. The CFO wilprepare invoices for all contracts, grants, service amtigation agreements
when expenses exceed otigousand dollars ($1,000) unless it is a final billing at the end of
the grant or agreement.

2.15.070 - ALLOWANCES FOR DOUBTFUL ACCOUNTS
A. The agencghall consider an allowance for doubtful accounts egérter.

B. No receivable account can be written off without board approval.

2.15.080 - EMPLOYEE ADVANCES

A. Employee advances are not permitted.

2.15.090 - EMPLOYEE LOANS

A. Loans to employeeg@ not permitted.

2.15.100 - INTER-FUND TRANSACTIONS AND BALANCES
A. Inter-fund transactions and balances must reconcile at all times.

B. Loans to other funds are permitted with board approval.

2.15.110 - PREPAID EXPENSES

A. A detalil of prepaigxpenses will be maintained on a monthly basis.

2.15.120 - PREPAID INSURANCE

A. The agency may, when material, maimt a prepaid insurance accowrith premiums paid
in advance recorded amortized over the applicaiégiods.

B. The agency may maintaan annual schedule of prepaid insurance ananthly basis.
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2.15.130 - DEFERRED GRANT COSTS

A. Grants costs paid in advance (m@eard costs) that will be eligible for invoiciaga later date
will be recorded as deferred grant costs. Grant preparatiosts and bid costs, when
allowable, will accumulate in a deferred grant costs account.

B. The agency discourages any expenditure prior to the effective date of a grant.

2.15.140 - INVENTORY

A. Inventory items for the field shall be maintained on supplies in exce$s,000.

2.15.150 - EQUIPMENT
A. Capitalization of equipment by the agency will:

1. Be defined as all items with a unit cost of $5,000 or more and a useful life of more than
one year.

2. If leased, and the total cost over ay8ar period or less exceeds tharchase price, the
equipment should generally be phased, ifallowable, by the funding sourcd_eased
equipment will be capitalized under generally accepted accogniiinciples.

3. Be preapproved by the board unless it is necessary for the project/grant for which it is
purchased and allowable by tHiending source.

4. Be notified to the board by the executive director of all casedoss, damage, or
destruction of equipment or other property in a timatyanner.

5. Upon completion of a project, the project manager shall inventory any remaining
supplies. The board shaecide how to dispose of amgmaining inventory or property.

2.15.160 - DEPRECIATION
A. The agency shall record depreciation monthly.

B. The CFO shall maintain property and equipment schedules for depreciation on a monthly
basis.

C. Depreciation shall approximate theseful life of the asset and becorded on astraight-line
basis.
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2.15.170 - DONATED PROPERTY AND EQUIPMENT

A. Donated property and equipment shall be recorded at the fair market value at the date of
the donation.

B. The agency will follow the restrictions of the donor, if any, as to theofitiee asset.

C. For income tax purposes, the aggnwill acknowledge the donatiowhen requested, and
will not notify the donor of the fair market value of the donation.

2.15.180 - SELFCONSTRUCTED ASSETS

A. The agency shall follow generalgccepted accounting principles regarding the self
construction of assets.

B. A capital projects fund will be used to account for sahstructed assets.

2.15.190 - OTHER ASSETS

A. Loan fees, restricted assets and other assets will be recorded andiaethrif necessary.

2.15.200 - ACCOUNTS PAYABLE
A. The accountant will maintain a detail of accounts payable on a monthly basis.

B. Payables will be recorded for the prior month up to the close date for each month.

2.15.210 - ACCRUED EXPENSES

A. The accountant will accrue material payables at the end of each month that can be reasonably
estimated for which actual invoices have not yet been received from vendors.

2.15.220 - COMPENSATED ABSENCES

A. Vacation will be accrued each payroll period @hdrged to grants accordingly.

2.15.230 - ACCRUED SALARIES AND WAGES

A. Salaries and wages will be accrued and adjusted on an annual basis th@yiability is
material to the financial statements.
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2.15.240 - ASSETS/FUNDS HELD FOR OTHERS

A. Anyassets or funds held for other agencies or organizations will be recorded in this liability
account.

B. The CFO will maintain a detail of this liability account on a monthly basis.

2.15.250 - DEFERRED REVENUE

A. Any grant funds paid to the agency in egs of revenue earned will be recordiedhe liability
account.

B. The CFO will maintain a detail of this account on a monthly basis.

2.15.260 - NOTES PAYABLE AND LINE OF CREDIT

A. Third party loans or Line of Credit (LOC) loans from outside sources (other agémariks,
etc.) or the use of a LOC shall be approved by the board.

B. The CFO may establish and maintain a LOC with an accredited financial institution with a limit
approved by the board. The CFO will negotiate the lowest APR and terms available in the
local market. The LOC will be used for cash flow shortfalls only.

C. The CFO will review the funds held in the agency checking account(s) on no less than a weekly

basis b determine if funds may be transferred to the agency savings account to earn interest
or to pay down the line of credit.

2.15.270 - UNRESTRICTED, RESTRICTED AND DESIGNATED NET ASSETS
A. The agency will follow GASB 34 and GASB 54 as follows:
1. Allnet assets are unrestricted except those legally restricted by outside third parties.

2. Net asset designations, done at the discretion of the board appkear as a footnote only
in any financial statements.

2.15.280 - LOANS TO OTHER GOVERNMENTS

A. The agency is permitted to loan funds to claimants for operating and capital from a one
million dollar ($1,000,000) established designation of funds.

58



t201

ax

B.¢KS RSaA3dIylIrGSR FdzyRa INB G2 o6S KStR |
name.

C. Loans shall require a board approved formal agreement between the agency and the
claimant.

D. Lending activity shall be reported to the board on a periodic basis.

E. The maximum loan balance to any claimant shall not exceed one million dollars ($1®00,00
Chapter 2.20 - REVENUE

2.20.010 - REVENUE RECOGNITION

A. Revenue will be recognized under GAAP using exchange transaction arekamamge
transaction criteria.

2.20.020 - FEES FOR SERVICE

A. The agency is permitted, under Califor@avernment Code, to perform fedsr service as
longasalli KS I 3Syo0eqQa O2aida I NB NBO2OSNBROD

2.20.030 - ENDOWMENTS

A. Endowments are permanent funds bestowed upon the agency.

B. Endowments or monetary funds may only be accepted by the board.

2.20.040 - RENTAL INCOME
A. The agency is permitted to rent out equipment based on fair market rental rates.

B. The agency can rent real property under the guidelines of the California Government Code.

2.20.050 - BARTER TRANSACTIONS

A. The agency willecord all barter transactions as revenue ar@responding expense at the
fair market value of the trade.

B. The agency will prepare a contract for teas in excess of $1,000 in ofiscal year.
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2.20.060 - SURPLUS PERSONAL PROPERTY DISPOSAL

A. Surpls personal property with commercial value will be disposed of in a cost effective and
efficient manner that achieves the highest net resale proceeds for the agency. This policy
does not address the surplus of real proper§urplus property with little ono commercial
value or for thedisposal and sales efforts are judgeastlierthan estimated net proceeds,
may be transferred, donated, or eventually disposed of through salvage contracts or other
cost effective and efficient meandtems that are brokenunusable or have no commercial,
alrtgras 2N R2yFGA2y @FtdzS YIe 06S RSOt NBR |
as such.

B. Agency employees and their immediate family are restricted fromchasingthe surplus
items due to conflict of intexst concerns.

C. Definitions

1. Surplus- Any agency personal property and/or asset that iderger needed now or in
the foreseeable future or that is no longer of value or use to the agency. This includes
items purchased by the agency and fouteimns.

2. Estimated Surplus ValueThe estimated amount of money anterested party will be
willing to pay the agency for the property. This can be determined through an estimate,
an official appraisal, an offer from another agency, Kelly Blue Balak or othersources
available to the responsible department.

3. Eligible PurchaserAny public entity, nosprofit organization, private organization or the
general public is eligible to purchase surplus products unless otherwise noted in this

policy.
D. Procedure

1. The agency will complete the surplus request form including a complete description of
the item, location, condition and estimated fair market value. The employee requesting
that the item be declared surplus and executive director naigh the completed form.

2. Once the form is approved, the requesting department will coordinate the notification to
interested parties and dispose as follows:

a. AdzOGA2Y GKS AGSY 2y S. 1@ 02N SljdzA @It Syiau.
equivdent) will be responsible foall costsassociated with thioption and must
providebudget numbers for this purpose.

b. Sell the item through a sealduld process.

c. Trade the item in for new replacement equipment.
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d. Send the item to the Statsurplus program.

e. Donate the item to a noprofit that serves or benefits théow-income persons or
persons with disabilities. The organizatioust complete a donation form and must
provide their mission statement, and proof of thawn-profit status and confirmation
that they do not discriminate in provision of services.

f. Properly discard the item if the item is broken, unusabled/or hazardous.

E. Documentation and pictures must be provided for an item to be dispose®si@rding the
item(s) is the last option to be used unless the item is broken, unusable or has no commercial,
salvage or donation value and/ohe agency and the agency has exhausted all other options
for disposal.

F. If the item is sold or transferred, ttd 5 OS A GA Yy 3 A Y RA @A Rdzl-iWheteNJ LI NI
L &Statement and/or Liability Waiver. If the agency is responsible foptbleupor transfer
of the item, it must obtain thesignature of thandividual or party receiving the item on the
form andforward the form to accounting for its files.

G. If the item is sold the proceeds will be deposited into the fund thetounts for the asset
within 24 hours of the transactionChecks for surplus items are to be made payable to the
agency.

H. Vehtles- For vehicles being surpded, the requesting department shalttach to the surplus
request formto a printout from Kelly Blue Book with thestimated value of the vehicle. The
agency will set the starting bid price at the private party value as shownlly Blae Book.

The agency logos and other markings identifying vehicles as agency property shall be
removed prior to sale.

Chapter 2.25 - COST ACCOUNTING/EXPENSES

2.25.010 - CONSISTENCIES IN COST ACCOUNTING
A. The agency will use the cagtiidelines as found in OMB Circula8A

B. The cost guidelines will be consistently applied to all grants and activities.

2.25.020 - ALLOWABLE/UNALLOWABLE COSTS

A. In the performance of its missiothe agency utilizes a number of funding sources idrig
grants provided by the federal government. In order to utilize théseds for the
reimbursement of costs, the agency is required to follow 2 CFR Part 200, "Uniform
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Administrative Requirements, CaBtinciples, and AudRequirements for Federal Awgs”
when accounting for expenditures.

. The agency charges costs that are reasonable, allowable, and allocabieward directly
or indirectly. All unallowable costs shall &gpropriately segregated from allowable costs in
the general ledger inrder to assure that unallowable costs are not charged to any awards.

. Segregating Unallowable from Allowable Cesike following steps shall be taken to identify
and segregate costs that are allowable and unallowable with respect to each award:

1. Thebudget and grant or contract for each award shall be reviewed for costs specifically
allowable or unallowable.

2. Accounting personnel shall be familiar with the allakility of costsprovisions of 2 CFR
Part 200" Uniform Administrative Requirements, o& Principles, and Audit
Requirements foFederal Awards" particularly:

a. The list of specifically unallowable costs found in 2 B&®R 200, (Selected Items of
Cost), such as alcoholic beverages, bad debts, contributions, fines and penalties,
lobbying, etc.

b. Those costs requiring advance approval from federal agencies in order to be allowable
in accordance with 2 CFR Part 200, such as foreign travel, equipment purchases, etc.

3. No costs shall be charged directly to any award until theé kasbeendetermined to be
allowable under the terms of the award and/or 2 CFR Part 200.

4. For each award, an appropriate s#tgeneral ledger accounts (accountsegments) shall
be established in the chart of accounts to reflect tbategories of allowable costs
identified in the award othe award budget.

5. All items of miscellaneous income or credits, includingghksequent writeoffs of un
cashed checks, rebates, refunds, amdilar items, shall be reflected for grant accaonat
purposes aseductions in allowable expenditures if the credit relates to charges that were
originally charged to an award or to activdagsociated with an award. The reduction in
expenditures shall beeflected in the year in which the credit is meed (i.e., if the
purchase that results in the credit took place in a prior period, the prior period shall not
be amended for the credit but rather it will be posted in the current period).

. Criteria for Allowability- All costs must meet the followincriteria from 2 CFR Part 200, in
order to be treated as allowable direct or indirect costs under an award:

1. ¢KS 02al0 Ydzad othe periddnbne?of thé awaréicondidering the
followingfactors:



8.

a. Whether the cost is of a type that i®gerally considered as being necessary for the
operationof the agency or th@erformance of theaward;

b. Restraints imposed by such factors as generally accepted dousidesspractices,
I NJViéngth bargaining, federal and state laws and regulati@ams] the terms and
conditions of theaward;

c. Whether the individuals concerned acted with prudence in the circumstances;

d. Consistency with established policies and procedures of agency, deviations from
which could unjustifiably increase the costgtoé award.

¢KS 02aid Ydzald oS al tf20l of $oHowidgxritdrigf | o1 NR 0o
a. The cost is incurred specifically for an award;

b. The cost benefits both the award and other work, and loadistributed in reasonable
proportion to the benefits received; or

c. The cost is necessary to the overall operation of ageeggept where a direct
relationship to any particular program or group of programs cannot be demonstrated.

The cost must conform to any limitations or exclusion2 @FR Part 200 or the award
AGAasSt To ¢CKS a! yAF2NY | RYPhnfiples,i it (AdidS wS |
Requirements o€ SRS NI f | & NR aré includedl & wefetekcdsli H 1 1

Treatment of costs must be consistent with policies and proceduresapply to both

financed activities and other activities of the agency.

Costs must be consistently treated over time.

The cost must be determined in accordance with generally accepiambunting
principles.

Costs may not be included asast of any other financegrogram in the current or prior
periods.

The cost must be adequately documented.

. Direct Costs Direct costs are costs that are incurred/performpdmarily as a service to

clients or the general public, when significaitdy SOS&aal N2 G2 (GKS 2NAI yJ
These costs are generally incurred for a specific objective and can be easily identified with a
particular project (fund/contract) or activity. The agency identifies and charges these costs
exclusively to edtaward or program receiving the benefit.
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. Each invoice shall be coded with the appropriate account reflecting vgiagram received
direct benefit from the expenditure. Invoices are approved by the appropriate project
manager and reviewed by the aao@tant and the executive director.

. Time sheets or personnel activity reports are also submitted on a regular bafesting
employees' work and which programs directly benefited from their effort. Time sheets or
personnel activity reports shall sex asthe basis forcharging salaries directly to federal
awards and notfederalfunctions.

. Equipment purchased for exclusive use on an award and reimbursed by the agency shall be
accounted for as a direct cost of that award (i.e., such equipmentsbigltie capitalized and
depreciated).

Indirect Costs- Indirect costs are those that have been incurred for commonjoant
objectives and cannot be readily identified with a particular grantpoygram but are
necessary to the operation of therganization and not readily assignable to the cost
objectives specifically benefitted, without effort disproportionate to thesuéis achieved.
Indirect costs may be allocated to benefiting grants through the use of an indirect cost rate.
Indirect Cost RateThe agency maintains an annual indirect cost proposal. Each year a new
indirect cost proposal is prepared asdbmitted with documentation to Caltrans, Division of
External Auditstor approval. The indirect cost rate approved is used when determining the
indirect applied to eaclfederal and state award.

. Types of expenditures normally included in the indirect costl poe:

1. General administration

2. Salaries and benefits of the executive officers, fiscal officer, human resources and
administrativepersonnel

3. Depreciation of equipment and buildings
4. Office rent and maintenance
5. Generalbffice repairs and maintenance

.CKSaS NI GSa NP adzoYAUGSR G2 bindin§ gnCall Gier O2 3y A
federal agencies and their contraagj officers unless specificaflyohibited by statute.

. The following costs are unallowabls part of the indirect cost baséadministrative cost
center):

1. Interest
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2. Equipment of $5,000 and greater except with prior approval
3. Building improvements
4. Building renovations

5. Compensation for the use of buildings and otleguipment may beanade through use
allowances or depreciation.

N. Accounting for Specific Elements of Coste agency shall utilize the following methods of
charging specific elements of cost to federal awaasgslirect or indirect costs:

1. Salaries ad Wages Salaries and wages shall be charged direxily indirectly based on
0KS FdzyOliAz2ya LISNF2NY¥YSR o0& SIFOK SYLX 2SS
timesheet (or personnel activity sheet), as follows:
a. Direct costs The majority of the employeesf agency charge their time directly since
their work is specifically identifiable to specific grants or other ¢(fexeral) programs
or functions of the agency.

b. Mixed charges The following employees may charge their salary costs to both direct
and indirect activities:

|. Executive director
Il. Administrative Associate
I1.CFO
IV.Planners
2. Compensated absences (vacation leave earned) are considered pattof costs. The
costs associated with compensated absences will be recorded as direct and indirect cost
basedonthes YL 28S5SQa GAYS &aLISydG Ay | LI NI AOdz | N
3. PaidTime Off- PTO (sick leave, holidays, jury duty) are taalbecated toboth indirect
and direct on a quarterly basis basedidorK S SYLJX 2eSSQa (GAYS &aLISyi

element.

4. Employee BenefitsThe agency incurs costs for the following statutory and-siatutory
employee benefits:

a. Federal Insuranc€ontributions Act (FICA)
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10.

11.

O

. Unemployment insurance

22NJ SNRa O2YLISyaldArzy

o

d. Health insurance current and postemployment
e. Contributions to pension plan

The agency will charge each such benefit cost directly iaddectly in the same
proportion asS @ S NB salgriSstasd wages.

Occupancy Expensedonthly rent expense and related patghroughexpenses shall be
allocated indirectly.

Utilities - Utilities costs include electricity and water. Swthities costsshall be chaged
indirectly.

. Supplies and MaterialsTo the maximum extent possible, office supplies and materials

are charged directly to the grant or program/function that uses the supplies or materials.
All supples and materials used by staflho are engaged in indirect activities shall be
charged indiectly.

Postage and Shippirdo the naximum extent possible, postaged shipping costs shall
be charged directly to the grant or program/function that benefits from the postage or
shipping costs.

Photocopying and Printing Photocopying costs include all paper and copy supplies,
copier maintenance charges and the actledse cost odepreciation expense of the
copier. Photaopying costs shall behargeddirectly and indirectly based on the activity.
All printing costs a chargeddirectly to the benefiting grant oprogram/function when
possible.

Communications Communication costs include the costs of local telephone service and
long-distance telephone charges, includimfparges associated with telephone calls,
facsimile transmissions, and Internet connections. These costs are charged indirectly.

Outside ServicesThe agency incurs outside service costs for its annual audit, legal fees,
etc. Outside service cossball becharged as follows:

a. Audit fees- Cost of the financial statement audit and any preparation applicable
reports shall be charged as a direxist or an indirect cost.
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b. Legal fees Legal feestwll be charged directly to thprogram'work element that
benefits from the serviceslLegal fees that are not identifiable with specific direct
grants or work elements shall be charged indirectly

c. Consultants- Costs associated with consultants shall be charged directly to the
program/work element that benefits from the services. Fees that are not identifiable
with specific direct grants or work elements shall be charged indirectly.

d. Insurance- To the exten that insurance premiums are associated with insurance
coverage for specific grants or programs, those premium costs shall be charged
directly. All insurance costs that are not identifiable with specific direct grants or work
elements (suk as the agendy general liability coverage) shall be charged indirectly.

e. Credits- The applicable portion of any credits resulting from cdstounts, volume
discours, refunds, writeoff of stale outstanding checks, tradms, scrap sales or
similar credits shalbe credited directly or indirectly in the same manner as the
purchase that resulted in the credit.

The above costs are typicatamples of other expenses whiaaybe used as a guide.

2.25.030 - OPEN

2.25.040 - IN-KIND MATCHING/CONTRIBUTED SERVICES AND MATERIALS

A.

In the performance of its mission, the agency utilizes a number of funding sources including
grants provided both by the state of California and byféderal government. Many of these

fund sources requiréhe agency to providad Yl 0 OK¢ Ay Fdzy RAy3 FTNRY
a cash match or from #kind services.

The agency is required to establish local match documentation procedures. This policy
applies to all:

1. Programs that establish matching by agency or by partner ent{gab-recipients)
receiving funds by contract with the agency.

2. New contracts and amendments initiated after the effective dabeve.
Local Match Authorization and Approval Process

1. The agency is required to submit an annual plan and budget that includes a description
and the source of the match (i.e., third party-kmd contributions, board member
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volunteer hours, andbcal cash) for its owas well as its subecipient grantghat require
local match.

2. Program managers must:

a. Create a plan and budget including input from laadities that includes a description
of and the source of funds for local match.

b. wS@ASSE FYRI & | LILINE LINA I (S Ework pibgken @l (G KS |
transportation improvementprograms. Program managers are responsible for
knowing the specific federal matching regulations related to tederal funding
source.

c. Determine how the local match will be accounted for by agency.ekampg, a local
entity may make caspayment for their share of a federal program or the local entity
may certify they expended fundsowards the nonfederal share of allowable
expenditures.

d tSNATE (KIFIG dGdKS I 3Sy OmadsmatdhiyTings@ialetel ttS LI2 NI
support the use of funds thaheetsthe level ofdocumentation required by federal
or state statutes.

e. Verify the local match was not used to meet matelguirementsof more than one
federal award.

f. Verify that fedeal funds are not used as local match unless specifically authorized by
law and the agency receives written approval from the federal the agency supplying
the match.

g. Evaluate and approve only those contracts or idtaralagreements that satisfy all
local matching requirements.

3. The agency programs must require s@gipients to completeand submit a local match
certification formprior to submitting requests for reimbursement (RFR).

D. Third-Party, In-Kind Contributions All inkind contributiors and valuationrmethods must be
R20dzYSy i SR® C2NJ SEIFIYLX ST AT |y AYRAMIARIZ €
contribution for the match, this must be documented as support for thkiimd contribution.

C2NJ I y Ativh&prodide®mzhrio@azation, the calculation of the wages and benefits
must be based on the same method that is used by the donating organization in paying the
individual. If Fair Market Value (FMV) is used for equipment or facilities, the valuation
method must be documenté

The following are examples tifird-party, in-kind contributions and the valuation method:
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1. Volunteer services provided by individuals. These are basddiromarket value of the
service provided. The value is not basedthe potential or actal earning ability of the
volunteer who performed the service. For example, if a landscaper assists with
flryRAOFLIAY3AZ GKS @I f-kilz® tim2 EannotkbS babek yorik th® I LIS NI
fFyRaOlFLISNDa K2dz2N¥ & oAffAy3dI NIGSo

2. Services provided bgmployees of another organization. These are the actualscost
incurred by the employing organization exclusive of fringe benefits. The value cannot
include organizational overhead.

3. Donated supplies. These are based on FMV for the gaodcts. The valuation must
take into consideration the volume of items and the condition of the items.

4. Donated equipment. If the title to the asset does transfer, then FMV needs to be
determined. However, authorization must lbétainedfrom the avarding agencyf the
entire FMV can be used as ankimd contribution or if only the standard usglowance
may be used. If thatle of the asset does not transfer, then ti&VV of renting/leasing
such asset may be used as askind contribution.

5. Donated facilities. These must be treated simitathat of donated equipment.Facility
structures may be considered-kind contributions if the structure is available to others
G2 NByGktSIraS FyR Aa y20 dzaSRond & LI NI 2F

a. For example, a noprofit organization owns a conference facility that is rented to the
public.

b. If the nonprofit donates the conference facility for program events, the FMV rental
cost can be considered an-kind contribution. However, if e nonprofit has a
meeting room within that facility that they use to discuss program events, the meeting
room cannot be considered an-kind contribution.
E. Accounting Procedures

1. Accounting for local match by cash receipt

2. After thelocal entity sends in the mefederal matching funds to thagency in support of
its local match requirement, the agency records the receipt using a local revenue source.

3. Accounting for Local Match by Certification (on agency records)

a. The projectmanager verifies that the local entity has the required match to support
their Request for Reimbursement (RFR).
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b. The agency is the cognizant agency for the federal grant and reports the total
expenditures on its federal claim (RFR).

c. Obtain writtenacknowledgement of the contribution including:
I.  Name and signature of donor
Il. Date and Location of donation
lll. Detailed description of item/service
I\V. Project for which the service was provided
V. Estimated value
VI. Certification of the eligibility and nefederal nature of contribution

VII. Determine if contribution was obtained with or supported by federal funds, if
so, providedocumentation

VIIl. Hourly/billable rate attributable to federal funding
IX. Houly/billable rate

4. The agency shall maintain adequate documentation to supftatamounts claimed as
match, for example:

a. Signed andlated time sheets filled of the donor
b. Donation form filled out by donor

c. Receipts for supplies @ervices donated by a partner withdetailed description of
the item(s) or the service (Ss)

d. Record donation and valuation of item in detail
e. Enter into the general ledger as income and expenditure

5. Remember to link the kkind contribution (if used as match for your federal funds) to an
action or project mentioned specifically your annual work plan.

6. The values ofhird-party, in-kind contributions may not count towards satisfying a cost
sharing or match requirement of grant award if they have been or will be counted
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towards satisfying thenatching requirement of another federal grant agreement or any
other award of federal funds.

7. The value othird-party,in-kind contributions may be accepted as the match fori@hts
requiring local match and may be aither the total scope of work of the proposed
project or specific planning activities or tasks of the project. The u#i@rafparty, in-
kind contributions must be identified in the original scope of work of tj@ant
application, the project specific work element of the approved overall work program, and
future amendments.The Caltrans Office of Regional and ImdgencyPlanning (ORIP)
must approve the use of thirgarty in-kind contributions in advance, pri¢o approval of
the grant award.

8. The Caltrans District 2 Office of Planning and Local Assistance and the grant régipient
responsible for ensuring that the following additional criteria are met:

a. The third party providing the goods services agrees to allow the value of the goods
or services to be used as theatch.

b. The goods or services provided by the third party islagibletransportation planning
activity that benefits and is specifically identifiable to the federally fuhderk.

c. The thirdparty goods or services are provided during the period to which the
matching requirement applies.

d. The thirdparty, in-kind contributions are verifiable frorthe records of Caltrans and
the grant recipient and theseecords show ha the value placed on thirgarty, in-
kind contributions were derived.

e. If the total amount of thirdparty expenditures at the endf the program period is not
sufficient to match the totaéxpenditure of federal funds by the grant re@pt, the
recipient will need tanake up any shortfall with its owlands. CFR 710.203, 710.505,
and 710.507).

f. The costs or value of thirgarty donations countingowards satisfying the non
Federal match requirement must be verifiable from the recartithe grantee or sub
grantee [reference 49 CFR8.24 and 2 CFR 225]. Tdmantee retains responsibility
for the proper oversight of services donated by third parties and/or performed by its
sub grantees [referenc23 U.S.C106(g) (4) and 49 CFR 18.3idd8.40, and 49 CFR
19.51].

2.25.050 - DISPOSAL OF ASSETS
A. Disposal of assets will be recorded as a gain or loss as per GASB 34.
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2.25.060 - INTEREST EXPENSE
A. Interest will be accrued monthly.

B. Interest on construction will beapitalized.

2.25.070 - PREMIUMS AND DISCOUNTS

A. Premiums and discounts on the issuance of debt or in the purchase of securities will be
amortized over the life of the issue, if material.

2.25.080 - BID AND PROPOSAL COSTS

A. Bid and proposal costs thate notan approved grant cost will lExpensed as administration
costs.

2.25.090 - CREDITS

A. Refunds and rebates to the agency should be recorded as miscellare@umsie.

Chapter 2.30 - GRANTS AND COST ESTIMATING

2.30.010 - INTENT

A. With appropriate grant funding resources made available, the intetbhefgency is to apply
for grants thraugh which the agency can bettaccomplish its, and partner agency, goals.
Grant funding also potentialM 5 RdzOSa GKS | 3Syo0eéQa dzaS 27F f 20l

In applying for appropriate grant funding, agency staff must be cognthanthe project is
consistent with the agency Regional Transportattian and that the proposed grant does
not, among other things, place tfegency at undue risk of monetary loimely completion,
liability and/orundue hardship tgersonnel due to the use of a potential otieme funding
source.As such, this section of the agency financial and accounting policies and procedures
provides guidance to agency staff to use in the pamgpion of grant proposals and cost
estimating.

2.30.020 - ESTIMATING STAFF LABOR RATES AND HOURS

A. Labor rates are to be estimated at the expected pay rates at the timegthat will be
implemented.
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B. For a multiyear project, an inflation factor nyabe considered in estimating labor rates from
the beginning of a grant to its anticipated end.

C. At no time will the proposed labor rate be below the expected actual cost of labor to the
agency.

D. Hourly estimates of grant work will be prepared basedprior experience, if successful on
past similar efforts, or agency estimates based on the time needed to achieve the project
deliverable(s)

E. At no time will the agency reduce, or intentionally underestimate, hotatgs or hours to
YSSiG | BubNdetfhatavolid &reate an undu@ancial burden to the agency.

F. In its grant submission, the agency will requese tauthority from the grantor to
amend/update the hourly rate schedule, based on future agency revisions.

2.30.030 - PURCHASEIMATERIAL COSTS

At dZNODKIF AaSR YFEGOGSNAFIT ¢gAaff 06S SadiAYIFIGSR FTNRY |
recent agency experience.

B. At no time will the agency reduce, or intentionally underestimaterchased material costs
02 YSSi badetsyhat 2volld areate an undue financial burden to the agency.

2.30.040 - CONSULTANT COSTS

A. Consultant costing will be estimated ngiactual consultant estimateS,y 3 Ay SSNRa Sa i A
or recent agency experience.

B. At no time will the agency rede, or underestimate, consultant costs to meet grantor
budgets that would create an undue financial burden to the agency.

C. In its grant submission, the agency will request the authority from grantor to
amend/update the consultant fee schedule, aeded.

2.30.050 - OTHER COSTS

A. Proposals shall be sufficient in content as to demonstrate that all agency costs have been
considered.
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2.30.060 - COSTING OF INDIRECT

A.

The agency will submit proposals that capture all the material costs of the ygessociated
with the proposal, exept in those instances when thegency applies for a grant funding
source that does not allow indireotxpenses. In these instances where the agency
determines that the grant funding is desirable even without indireéintirsement, the
agency will ensure that another fund source will be used for the project to cover the
unabsorbed indirect costs.

Pertaining to Section 2.30.060 (Ahove, the board of directors, with a majority vote, can
elect to waive the full costs recapture provisions of a grant proposal when substitute
alternate funding is provided to cover those costs.

Indirect costs will consist of those costientified n OMB Circular &7 and thel 3 Sy O& Qa
indirect cost proposal.

2.30.070 - EFFECTIVE PROPOSAL DATES

A.

All proposals submitted to grantors will contain an effective expiration date for the proposal.
The proposal should contain an inflation clause, a renegoh clause, or a request to
amend/revise the rates/fees, ageded, should a project be extended.

2.30.080 - COST PROPOSAL SUPPORT

A.

The agency requires that all proposals be supported by detdidedmentation as available.
Thisshalk y Of dzRS @Sy R 2 NEslinasiafdiother Sayc@akionsS S N &

Documentation shall be in sufficient detail allowing for finalization of the budygattimely
manner once the grant has been awarded.

2.30.090 - GRANT ACCEPTANCE CRITERIA

A.

An aceptable or model grant contains the following attributes:

1. The project is relevant to the goals and purposes of digency andncludes specific
references to the agency Regional Transportation Plan (RTP) and Overall Work Program
(OWP) work elements, as applicable.

2. Projects cover all negotiated costs of the agency including overhead and indirect costs
unless otherwise appr@d by theboard of directors.

3. Agency has the qualified personnelprepare theproject orcanhire or subcontract with
qualified personnel.
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. Grant does not place the agentythe position of incurring anndue risk of losses for
failure to perfom or complete the grant in a timely manner.

. Grant does not exceed the agency liability insurance limits. The board of directors may
approve to increase these limits as needed.

. Grant budgets are balanced.

. The following limits shallbe in &0 F2NJ RSGSNXYAYAYy3I gKSGKSNI o
is required prior to either grardubmissioror approval:

a. The agency executive director may approve grants up to $50,000; or
b. The agency board of directors shall approve grants over $50,000.

. For those grant proposals requiring board R NB QupebWwilk aff will determine
whether a resolution is required and will submit one with the grant, as needed.

. The grantor will accept, at a minimum, quarterly invoices from ghentee, preferably
monthly.
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Chapter 2.35 -

(Updated

PURCHASING AND CONTRACTING
February 25, 2020)

2.35.010 - PART |- PROCUREMENT DECISION TREE
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2.35.020- PART I SPECIFIC POLICIES AND PROCEDURES

A. Part Il of this manual contains specificlipies and procedures that have been adopted by
SRTA. For the purposes of this manual, even when not specifically indicated as such,
GOESOdzi A PSS S5ANBOUI2NE NBFSNAR (2 {we¢! 9ESOdziA¢

2.35.020.001c BACKGROUND

A. This manual setdorth the requirements SRTA uses in the solicitation, award, and
administration of its thirdparty contracts with nongovernmental entities, whether the
contract results in revenue or expense to SRTA. These requirements are based on the
common grant rulesfederal statutes, executive orders and their implementing regulations,
FTA policy, FHWA policy, State of California Public Utilities Code, State of California Public
Contract Code, State of California Labor Code, SRTA Board and administrative polieiks, and
other local, state, and federal requirements relating to procurement and applicable to SRTA
as a regional public agency. Additionally, general requirements for intergovernmental
agreements are included in specific sections.

STRA staff will be trainemh the use of this manual on a reoccurring basis.

2.35.020.002 REVISIONS TO MANUAL

A. All references to state and federal laws and regulations refer to those versions of the laws
and regulations, as they may be amended from time to time.niarual will be reviewed for
updates to laws, regulations and other sources of guidance annually.

2.35.020.003 VARIATIONS FROM PROCEDURES

A. Inthe event that circumstances dictate other than the processes indicated in this manual, the
Executive Directoor designee and/or Board may authorize a variation within the limits of
state and federal regulations. Staff must document the reasons for not conforming to all of
the processes described in the manual. The Executive Director, his designee and/orrthe Boa
may only authorize a variation when it is in the best interest of SRTA.

2.35.020.004 APPLICABILITY OF COMPETITIVE PROCUREMENT REQUIREMENTS

A. The solicitation, award, and administration of thHpdrty contracts must be carried out on a
competitive lasis, except in the instances set forth below. Competitive procurement
requirements apply even if the award will not require SRTA to directly pay any funds to the
award recipient. So, for example, competitive procurement requirements apply in situations
where the contractor will be paid by commission or fee from a source other than SRTA.
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Competitive procurement requirements also apply to revenue agreements. If the awardee of
GKS {w¢! O2yGNIOG oAff NBOSAGS O2YL#ayal GA2Y
then a competitive process should be used to ensure fairness. Exceptions are as follows:
1. If the requirements of the sole source or limited competition procurement are met as
set forth in Section 2.35.020.023L.

2. If SRTA chooses to use an alternate prement method that is authorized for state
or local agencies by state or federal law.

Appendices

1 Sole Source Approval Form (Appendix 1)
1 Limited Competition Approval Form (Appendix 25)

2.35.020.005 CONFORMANCE WITH THE LAW AND SRTA POLICHRE®ARDURES

A. SRTA should use procurement procedures that reflect applicable state and local laws and
regulations, provided that the procurements conform to applicable federal and state law.
{we! Qad LRtAOASAE NBIldzANB | £ QBhyalPsodukeindn@S LINEP
Requisition form and a Method of Procurement Selection (MOPS) form providing the Project
Manager with the information necessary to make a purchase. Section 2.35.020.021
(Procurement Requisitions) of this manual provides additional mé&bion regarding these
F2N¥ad ! ff LINRPOdMZNBYSyida FyR O2y iGN OGa Ydzaild ¢
concerning delegation of authority. (See Section 2.35.020.006 Contract Approval Delegations,
Development & Administration of this manual forditional information.)

Appendices

1 Method of Procurement Selection Form (Appendix 10)
1 Procurement Requisition Form (Appendix 2)

2.35.020.006 CONTRACT APPROVAL DELEGATIONS, DEVELOPMENT and ADMINISTRATION

A. Contract Approval Delegations

Threshold Approval Required
$0 to $50,000 Executive Director
Over $50,000 SRTA Board

All procurements MUST be approved by the SRTA Executive Director. All procurements
exceeding $50,000.00 must be approved by the Executive Director and by the SRTA Board of
Directors. Transactions approved by persons without authority are void. In the event of an
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emergency or urgent need, the Executive Director is authorized to take@dssary actions

to prevent significant unnecessary loss to SRTA, a shutdown of public services, or to address
a situation threatening the health or safety of persons or property, including but not limited

to, authorization to contract with a contractoor consultant on a sole sources basis,
consistent with applicable state or federal law without prior approval from the SRTA Board
of Directors. In the event such an emergency or urgent need occurs, the Executive Director
will consult with the Chair of th8oard and submit a report at the next regular meeting in
order to obtain ratification for those actions.

B.5dzS G2 GKS avlitt aAl s 2F GKS F3Sydes {w¢! Qa
assigned to a contracts officer with oversight fronetSRTA Chief Fiscal Officer. The Chief
Fiscal Officer will review each procurement after completion of major milestones including
requisition, solicitation, award, contract closeout to ensure that the procurement is in
compliance with the policies and predures manual in general and to ensure that the
procurement process is adequately documented.

C. For purchases involving no federal funds and that do not need any specialized terms and
conditions regarding matters such as allocation of risk or lialulity to the nature of the
procurement and not exceeding $25,000, a simplified contract or the contract template of
the contractor may be used. For purchases involving federal funds, all applicable federal
requirements and certifications are required for tlwontract. For purchases exceeding
$25,000, a contract should be used in order to ensure provisions are included to protect
{we! Qa AYyGSNBadaoe {we¢! gAff AYLESYSyld I 02y
that ensures that contractors perform in awdance with the terms, conditions, and
specifications of their contracts.

D. Prior to any contract development, a scope of work must be prepared in order to determine
what procurement method and type of contract document will be used and fill out the OP
form. In addition, an independent cost estimate (ICE) must be prepared for all procurements.
The person responsible for developing the ICE form must be free from financial and
organizational conflicts of interest. In order to avoid the perception that person who
approved the ICE form for a project may improperly bias the cost or price negotiations with
the contractor/consultant/vendor selected for award, it is advisable that a different person
than the one responsible for approval of the ICE have g@rymesponsibility for any contract
negotiations that may be needed.

E. In order to determine what type of contract payment type should be stated in the
procurement and included in the contract language, the Project Manager will use the
Contract Payment Type Selection Form and select the applicable language from the contract
boilerplate options.

Appendices

1 Method of Procurement Selection Form (Appendix 10)
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1 Contract Payment Type Selection Form (Appendix 30)
1 Independent Cost Estimate (ICE) Justification for Small Procurements (Appendix 23a)
1 Independent Cost Estimate, Scope/drk, Summary and Staffing Plan (Appendix 24)

2.35.020.00# STANDARD OF CONDUCT FOR PERSONS INVOLVED IN PROCUREMENT

A. SRTA staff is required to follow the SRTA Standard of Conduct Policy when carrying out
procurement or contracting functions. If né8R'A staff is used to evaluate proposals or bids,
those persons should be provided a Declaration Concerning Conflicts for Evaluators.

Appendices

1 Standard of Conduct Policy (Appendix 3)
1 Evaluator (Consultant/Contractor Evaluation Committee) Guidelines (App&nd
1 Declaration Concerning Conflicts for Evaluators (Appendix 8)

2.35.020.008 STATEMENT OF NECESSITY TO ENSURE MOST EFFICIENT AND ECONOMIC
PURCHASE

A. Itis SRTA policy to review proposed procurements to avoid the purchase of unnecessary or
duplicative items. Consideration should be given to consolidating or breaking out
procurements to obtain a more economical purchase. Where appropriate, an analysis will be
made of lease versus purchase alternatives and any other appropriate analysis to determine
the most economical approach. The Chief Fiscal Officer will review all requisitions for
compliance with this policy.

1. SRTA adopts adequate procedures for determining the types and amounts of property
and services it needs to acquire. These procedures avidid the purchase of
unnecessary property and services not needed (including duplicates and quantities or
options not intended to be used). SRTA monitors compliance of these procedures by
determining what is necessary, current, and reasonably expecteitheatime the
contract was executed.

2. SRTA may not add quantities or options to contracts solely to permit assignment to
another party at a later date. These limits on assignments do not preclude joint
procurements that are entered into simultaneously by taomore parties to obtain
advantages unavailable for smaller procurements.

a. If the quantity of property or services reasonably believed as needed at the time
of contract award changes, SRTA may assign its unneeded contract authority to
another entity.

3. SRTA considers procurement size on whether to consolidate or break out the
procurement to obtain a more economical purchase.
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a. When economically advantageous to enter into joint procurements with other
government agencies, SRTA may be responsible for wmdedg the joint
procurement and may, upon contract award, assign to the other participant's
responsibilities for administering those parts of the contract affecting their property
or services.

b. SRTA may break out procurements into smaller amounts to pzogckater
opportunities for Disadvantaged Business Enterprises (DBEs), small and minority firms
to participate. SRTA will not split a larger procurement merely to gain the advantages
of small purchase procedures.

4. SRTA contracts may include options to eestlre future availability of property or
services so long as it is able to justify them as needed for its projects. An option, for a
specified time, may allow SRTA to acquire more than what was originally procured or
also may extend the term of the conttad o be used without being considered a sole
source, however, such options must be evaluated as part of the selection or low bid
determination process.

5. To obtain the best value, SRTA reviews lease versus purchase alternatives and if
necessary, obtains aanalysis to determine the more economical alternative. Before
leasing an asset, SRTA makes a written comparison of the cost of leasing compared
with purchasing or constructing the asset. Costs used in the comparison are
reasonable, based on realistic cuntenarket conditions, and based on the expected
useful service life of the asset.

6. SRTA is responsible for preparing specifications that describe its needs while assuring
that those specifications are not exclusionary, discriminatory, unreasonably resdricti
or otherwise in violation of federal laws or regulations. The specifications describe the
property or services to be procured and state how the bids and/or proposals will be
evaluated.

Appendices
1 Independent Cost Estimate (ICHstification for Small Procurements (Appendix 23a)

2.35.020.009 USE OF OTHER NORTA PROCUREMENTS

A. Public Utilities Code section 132352.4(b)(2) states that SRTA is permitted to contract in
conjunction with other government agencies without utilizing competitive procurement
procedures. This exception to competitive procurement is not permitted when FIFAIWA
funds will be utilized to carry out the project unless the procuring agency followed federal
procurement requirements. In all cases a market, price or cost analysis must be performed
and documented to establish the amount that will be paid at theetiof purchase will be fair
and reasonable per Master Fund Transfer agreement provision, CFR 49 18.36 (f)(1).
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2.35.020.016 THRESHOLD DETERMINATIONS CONCERNING CONTRACTORS / CONSULTANTS
/| VENDORS

B. There are several determinations that must be madetlhy Project Manager before a
contractor, consultant, or vendor can be procured and/or utilized, whether or not the
procurement is competitive. A discussion of these issues follows.

Conflicts of Interest

1.

a.

b.

A contractor is eligible for an award by SRTA sg Esthe procurement in question
does not create an actual, potential, or apparent conflict of interest. A prohibited
conflict of interest exists when a firm is or may be unable to render impartial, objective
assistance or advice to SRTA or where a firnnlv@eceive an unfair competitive
advantage. Prohibited conflicts of interest include, but are not limited to, the following
situations:

If the selected consultants and/or swdonsultants will be assisting SRTA in the
preparation of one or more document{$or example, specifications or a feasibility
study) that will be used for a future solicitation, assisting SRTA to evaluate the work
of others on the project, or designing the specifications for a future project, the
consultant team selected will not bdlewed to participate as a proposer or join a
team submitting a proposal in response to future solicitation(s) because this could
cause an organizational conflict to arise.

A consultant that provides legal, lobbying, auditing, or public relations sendacas

entity with a conflicting position from SRTA or with whom SRTA is in or previously was
in litigation, may be precluded from providing services to SRTA if SRTA believes the
consultant may not be able to render impartial advice or provide effectiveeaty

on behalf of SRTA.

A notice of the potential for conflict of interest shall be included within any solicitation
document issued by SRTA.

C2NJ LlJdzN1J32asSa 2F GKAa aSOlAz2y 2F (GKS YL ydz f
of companies, noprofits or related norprofits, where there is a single parent or staff
of officers who can influence the policies and actions of the designated company.

C2NJ LlzN1l}2asSa 2F GKAa aSotrazy 2F GKS Yy
contractor for the servicesubcontractors for portions of the services, and affiliates of

either. An affiliate is a firm that is subject to the control of the same persons through

joint ownership or otherwise.

If there is any doubt by a firm regarding a potential conflict of ieseifor a specific
project or function, the appropriate member of SRTA management staff, depending on
the type of project, will (upon written request) provide a written ruling. Contractors
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should be encouraged to use this procedure prior to submittal leifdeor proposal. In

the event a conflict of interest is determined to exist, a written appeal may be made
by the affected firm to the Executive Director within five calendar days of notice from
SRTA of the conflict. The Executive Director will determieeattequacy of the appeal
and make a subsequent final decision. No further appeal shall be considered.

6. Waiver of any actual, potential or apparent conflict of interest that may exist or arise
as a result of concurrent legal representation of SRTApanties whose interests may
conflict shall be decided by the Executive Director in consultation with Legal Counsel.

Debarment
7. Prior to doing business with a firm, the Project Manager must verify that the firm has

not been debarred by SRTA or any of therages funding the procurement and add
documentation of the debarment check to the contract file.

Procurements That Will Give Consultants Project Management Responsibilities

8.

LT I LINRPOdZNBYSyiQa ao02LIS 2F ¢g2N] oAt f
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consultants staff to prepare an ICE or Record of Negotiation (RON) or negotiate
O2y (N> OG GSN¥XYa 2y oOoSKIEFT 2F {we¢!I GKS
perform these responsibilities will need to fill out a disclosure of financial interests
(Form 700) and be free of any conflicts of interest. If the scope of work will include such
responsibilities, the Project Manager should inform Legal Counsel so that@neatt

can provide appropriate terms and conditions to protect SRTA interests for insertion in

the contract.

Procurements That Will Allow Use of SRTA Office Space hgRIBA Staff

9.

If a procurement will call for the contract awardee to house any staff aiASEhe
Project Manager should consult with Legal Counsel so that appropriate terms and
conditions to protect SRTA interests are inserted in the contract.

Appendices

I None
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2.35.020.012: CONTRACT AWARDS TO RESPONSIVE AND RESPONSIBLE BIDDERS / OFFEROR

A. RTA will make awards only to responsible bidders/offerors who submit responsive
proposals/bids and who can demonstrate they possess the ability to perform successfully
under the terms and conditions of a proposed procurement.
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B. SRTA may award a contraotdther than the lowest bidder. SRTA may include a statement
in the solicitation reserving the right to award the contract to other than the low bidder or
offeror.

C.{we¢! gAfft F6FNR 2yte (G2 aNBalLRyairodS thgR NBAL
ability, willingness, and integrity to perform successfully under the terms and conditions of
the contract. SRTA determines responsiveness and responsibility after receiving bids or
proposals and before making a contract award. A bidder/offeror musiahstrate
FFFANNIGAGSEE (2 {we¢! GKFEG AG ljdaht AFASEA | a
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satisfies the following criteria:

1. Has no known record of dissatisfactory integrity or improper business ethics;

2. Is neither debarred nor suspended from federal programs under DOT regulations,
Gb2yLINROdzNBYSyY b SjodzNINSWAINZY | YR
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4. Bidder/offeror confirms it is in compliance with the public policies of the federal
government;

5. Has the necessary orgaation, experience, accounting, and operational controls and
technical skills (or the ability to obtain them);

6. Is in compliance with applicable licensing and tax laws and regulations;
7. Has, or can obtain, sufficient financial resources to perform the egfitr

8. Has, or can obtain, the necessary production, construction, and technical equipment
and facilities;

9. Is able to comply with the required delivery or performance schedule, taking into
consideration all existing commercial and governmental business cionemis; and

10.1s able to provide a satisfactory current and past performance record in view of its
records of longime performance or performance with a predecessor entity,
including key personnel with adequate experience, a parent firm with adequate
resources and experience if applicable, and key subcontractors with adequate
experience and past performance and past experience in carrying out similar work,
with particular attention to management approach, staffing, timeliness, technical
success, budgetary ntrols, and other specialized considerations.
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D. A prospective bidder or offeror that is or recently has been seriously deficient in contract
performance is presumed to be nonresponsible unless SRTA determines that the
circumstances were beyond the biddea 2 NJ 2 FFSNBNR&a O2y i NBf 2 NJ ¢
has taken appropriate corrective action. Past failure to apply sufficient tenacity,
perseverance, and effort to perform acceptably is strong evidence of nonresponsibility.
Failure to meet the qualityequirements of a contract is a significant factor to consider in
determining satisfactory performance.

E. {w¢! YIe& O2YAARSNI GKS ydzYoSNI 2F (KS O0ARRSNIDSZ
of deficient performance in each contract when making thgponsibility determination.
SRTA maintains the right to reject all bids or proposals submitted in response to Invitation
for Bids (IFBs) or Request for Proposals (RFPS).

F. All requisitions resulting in the formal procurement process of an IFB, Redoest
Qualifications (RFQ), or RFP should document the award to a responsive and responsible
contractor through the use of checklists, reference checks, recommendation memo, or other
contract file documentation and, at a minimum, should include the followapplicable
items:

1. wS@ASgs (GKS awSallRyaroAiAfAadeed wSldzANBYSyida
award, SRTA must consider such matters as contractor integrity, compliance with
public policy, a record of past performance, and financial and technisalrees.

2. Perform a reference check of an adequate number of references and complete the
applicable reference check form.

3. Review the federal debarred/suspended contractor listing at:
http://sam.gov/portal/public/SAM SRTA may collect a debarment and suspension
certification from the prospective contractor or include a clause in the contract requiring
disclosure. SRTA checks the System for Award Management K8 awarding a
contract.

4. Reviewthe Statedebarred/suspendedontractorlistingat:
http://www.dir.ca.gov/DLSE/Debar.html SRTA treats any proposer listed on the
debarment and suspension list as nonresponsible and ib&ifor award.

G. For all contracts in excess of $500,000, the following uniform system of determining whether
2N y20G |+ OARRSNk2FFSNRBNI Aa aNBalLRyaiagdS I|yR
nonexclusive list of factors in relation to the work to fperformed for the project:
1. Financial Requirements:

a. Bidders/offerors shall have evidence of the availability of working capital,
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b. The largest value of all work any bidder/offeror has had under contract over a
previous similar time frame as the subject contract shall meet or exceed the total
amount of the bid;

c. The dollar value of at least one of the previous individual contratedl shall be
at least 50 percent of the dollar value bid on the SRTA contract; and

d. The bidder/offeror shall have successfully completed contracts during the
previous five years that together exceed five times the annual value of the SRTA
contract.

2. Experience Requirements:

a. The bidder/offeror must demonstrate organization experience on work similar to
SRTA contract by submitting a list, covering at least the previous five years, of all
projects of any type that have been completed or are under tacton. The list
shall contain a name, title, address, and phone number for agency/firm staff to
contact to verify the contact details;

b. The bidder/offeror shall demonstrate individual experience by submitting a list of
all officers, superintendents,nal engineers who will be involved in the SRTA
contract. These key personnel shall have at least thyear€dexperienceon
contracts where the work is similar to SRTA contract and shall have been
employed by the bidder/offeror for at least two years befoBRTA contract
bidding date. The individuals listed shall have been involved at the same level of
responsibility on successfully completed contracts during the previous five years
that together exceed the value of the SRTA contract. A résumé for eachdiraliv
listed shall include the name, title, address, and phone number of an individual or
2NBFYAT I GAZ2Y 6K2 OlFly @SNATFEe (KS AYRAODAR

c. The bidder/offeror shall submit a summary of all claims made in the last five years
arising out of previos contracts listed (this summary shall include all claims by
the owner against bidder or bidder against the owner and the final status of each
claim);

d. The bidder/offeror shall state whether or not it has defaulted on a project within
the last two years;

e. The bidder/offeror shall list any violation of the apprenticeship requirements
under a State Business and Professions Code of Labor Code found by an
appropriate authority within the last two years;

f. The bidder/offeror shall state whether they havedn found guilty of failure to
pay required prevailing wages on a public contract within the last two years;
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g. The bidder/offeror shall state whether they have been formally found to be a
nonresponsible bidder, for reason other than being nonresponsiva pwblic
agency within the last two years;

h. The bidder/offeror shall list how many projects the bidder will be working on in
conjunction with SRTA project;

i. The bidder/offeror shall state whether they have ever been terminated by an
owner or client @ rejected from bidding on a public works project in the last five
years;

J.  The bidder/offeror shall state whether a surety ever completed any portion of the
g2N] 2y (UKS O0ARRSND& LINRP2SOG sAGKAY (GKS

k. The bidder/offeror shall state&vhether the bidder, any officer of such bidder, or
any employee of such bidder who has a proprietary interest in such bidder has
ever been disqualified, removed, or otherwise prevented from bidding on or
completing a federal, state, or local government je because of a violation of
a law or safety regulation, and if so, explain the circumstances; and

I.  For all items identified under this subsection, the bidder/offeror shall provide the
name of the owner, the title of the project, contract amount, ltoa of the
project, date of the contract, and name of the bonding company.

3. Reporting Forms:

a. In order to demonstrate that SRTA financial and experience requirements are met,
0KS OARRSNBKk2FFSNRNB aKIff adzo YAUZ GKS)
Statement of Experience and Financial Condition prepared by the bidder/offeror and
a financial statement prepared by an independent auditor, both verified under oath,
GKFG akKlFff YSSG {we¢! Qa NBIldZANBYSyiGao

b. Failure to provide accurate information relativeite financial status or experience
may result in the debarment of the bidder/offeror from future SRTA work.

c. SRTA will make its determination of responsiveness and responsibility based upon
information submitted by bidders/offerors, and, if necessamteiviews with
previous owners, clients, design professionals, or subcontractors with whom the
bidder/offeror has worked, including SRTA Project Managers. If a nonresponsive or
nonresponsible offeror submits additional evidence within the time limitation
provided by SRTA, then that additional evidence should be considered by the Project
Manager in making the recommendation to the Executive Director regarding the
determination of the bidder/offeror that should be awarded the contract.

H. The methodsabove may be employed at the discretion of the Project Manager to include
the requesting of a Dun & Bradstreétifp://www.dnb.com/governmen) financial report on
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the low bidder (IFB) or highest evaluated offigs) (RFP). All methods employed must be
documented and contained in the contract file.

Appendices

T /[ 2yiGNI Ol2NDa {GFGSYSyid 2F 9ELINRASYOS |yR
1 Recommendation for the Selection of a Contractor Memo Template (Appendix 6)

2.35020.012- WRITTEN RECORD OF PROCUREMENT HISTORY/PROCUREMENT FILE

A. SRTA will maintain and make available to authorized agencies, records detailing the history
of a procurement. At a minimum, these records should include:

1. The rationale for the method oht procurement: SRTA provides the rationale it used
for each contract, including a limited competition or sole source justification for any
acquisition that does not qualify as competitive;

2. Selection of contract payment type: SRTA states the reasonslémtisg the contract
type it used, such as fixgatice or cost reimbursement;

3. Reasons for contractor selection or rejection: SRTA states its reasons for contractor
selection or rejection and includes a written responsibility determination for the
successflcontractor; and

4. The basis for the contract price: SRTA evaluates and states its justification for the
contract cost or price.

B. The determination for items 1 and 2 above will be made through the use of the Method of
Procurement form or equivalent docwentation to the contract file. In addition, any Board
agenda report requesting approval to award a thparty contract or recommendation
memo will serve as a record detailing procurement history. For item 3, a recommendation
memo is used to justify contcéor selection. For item 4, the justification for a procurement
cost can be detailed in the Independent Cost Estimate (ICE) document.

At a minimum the procurement folder should include:
1. Solicitation document (IFB, RFQ, or RFP).
2. Contract(agreement/MOU/lease/letter agreement/PO/etc.).
3. Amendments.

4. Task orders.
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5. Documentation establishing the reasonableness of procurement method (MOPS,
procurement requisition, Purchase Order Checklist, Sole Source Approval form, Limited
Competition Approvaldrm).

6. Documentation establishing the reasonableness of amount paid (ICE, RON, evaluation
committee score sheets).

7. Documentation of required federal forms and U/DBE compliance.
8. Documentation establishing the selection of payment method.

Appendices

1 Method o Procurement Selection For(Appendix 10)

1 Contract Payment Type Selection Form (Appendix 30)

1 Independent Cost Estimate (ICE) Justification for Small Procurements (Appendix 23a)
1

1

Independent Cost Estimate, Scope of Work, Summary, and Staffing Plan (A@fgndix
Recommendation for the Selection of a Contractor Mehemplate (Appendix 6)

2.35.020.013 USE OF TIMENDMATERIAL CONTRACTS
A. SRTA will use timand-material type contracts only:

1. After a determination that no other type of contract is suitable; and

2. If the contract specifies a ceiling price that the contractor shall not exceed the amount
except at its own risk.

Appendices

1 Method of Procurement Selection Form (Appendix 10)
1 Contract Payment Type Selection Form (Appendix 30)

2.35.020.014 WRITTEN PROTEST PROCEDURES

A. SRTA has written protest procedures to handle and resolve disputes relating to its
procurements. There are separate procedures related to protests involvirey th
Disadvantaged Business Enterprises provisions in procurements and contracts. All protest
decisions must be in writing. For FIok FHWAfunded procurements, SRTA will disclose all
information regarding the protest in a timely manner in its next quarterigstone progress
report and at its next project management oversight review. A protestor must exhaust all
I RYAYA&GUNI GABS NBYSRASA o0& LlzZNBdZAYy 3 {we! Q3
appealing the decision to the FTA. In the case of contractsefilioy the FTA, the FTA will
review only protests regarding the alleged failure of SRTA to have written protest procedures
or alleged failure to follow such procedures. An appeal to the FTA must be received by the
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cognizant FTA regional or headquartersagfwithin five (5) working days of the date when
0KS LINPGSAaGSNI KIa NBOSAGSR | OGdzZlt 2NJ O2yaid NI

1. {we¢! Qa NRfS YR NBalLRyaArAoAftAGASE oA-0K NB3
funded procurements:

a. documentsSRTA will provide copies of all protests and any or all related supporting
for protests that have a value exceeding $100,000, or; involve a controversial
matter, irrespective of the amount, or; involve a highly publicized matter,
irrespective of the amount

b. SRTA will provide a brief description of the protest; the basis of disagreement, and;
if open, how far the protest has proceeded, or; if resolved, the agreement or
decision reached, and; whether an appeal has been taken or is likely to be taken.

c. When SRTA denies a bid protest, and especially if an appeal to the FTA is likely to
occur, SRTA will inform the FTA regional administrator for the region administering
a regional project or the FTA associate administrator for the program office
adminisering a headquarters project directly.

2. ¢KS C¢! Qa NRfS I yR NBa Lihged pracarémienisiiSthe 6 A K
appeals process for reviewing protests state that the protester must qualify as an
GAYUGSNBaGSR LI NIexz¢ oue biddgr orkofferof whose dréctzl £ 21
economic interest would be affected by the award or failure to award the contract.

a. ! adzoO2y iGN} OG2N) R2Sa y20 ljdzrtftAFe & |y a
a direct economic interest in the results of theocurement.

b. An established consortium, joint venture, partnership, or team that is an actual
OARRSNI 2NJ 2FFSNBNJ FYyR Aa FFOGAy3a Ay Alba S
because it has a direct economic interest in the results of glacurement. An
individual member of a consortium, joint venture, partnership, or team, acting solely
AY AG&d AYRAQGARdAzZ € OF LI OAGET R2Sa y2id | dz
not have a direct economic interest in the results of the procuretnen

c. An association or organization that does not perform contracts does not qualify as
'y GAYUGSNBaGSR LI NIeé o0SOFdzaS AG R2Sa vy
results of the procurement.

Violations of federal law or regulation will be handladthe complaint process stated within
that law or regulation. Violations of state or local law or regulations will be under the
jurisdiction of state or local authorities.
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Appendices

1 Protest Procedures for Procurements (Appendix 5)
1 DBE Complaint Procedes (Appendix 31)

2.35.020.015 CHANGES AND MODIFICATIONS

A. SRTA is responsible for issuing, evaluating, and making necessary decisions involving any
change to its contracts, amendments, any change orders, or modifications. It also will
evaluate and makée necessary decisions involving any claim of a constructive change to a
contract. Changes and modifications will be evaluated to ensure that if they will constitute a
sole source, applicable sole source documentation is prepared. In addition, an IGE wil
prepared, and the Project Manager will document negotiations of prices, costs and/or profit
mark-up.

SRTA will have cost justifications supporting each change order it may issue and approve any
proposed change order before it is issued. The coghefchange, modification, change
order, or constructive change must be allowable, allocable, within the scope of any
applicable grant, cooperative agreement, or other funding restriction and must be
reasonable for the completion of the project scope.

Please see Section 2.35.020.03Cardinal Contract Change for further detail.

Appendices

1 Method of Procurement Selection Form (Appendix 10)
1 Sole Source Approval Form (Appendix 1)
1 Record of Negotiation (Appendix 27)

2.35.020.016 DISPUTES

A. SRTA has written procedures to handle and resolve disputes relating to contract provisions.
All disputes must be in writing by contractors/consultants. Adequate documentation must
be submitted by the contractor/consultant documenting the facts, events,otiagons,
and/or applicable laws establishing the grounds for the dispute.

SRTA will notify the FTA about disputes on-&3dsted procurements that have a value
exceeding $100,000 if the FTA funding could be used to resolve the dispute. Upon request
from the FTA, SRTA will provide a brief description of the dispute; the basis of disagreement,

and; if open, how far the dispute has proceeded, or; if resolved, the agreement or decision
reached, and; whether an appeal has been taken or is likely to be taken

CKAA AYTF2NXNIGA2Y gAff 0SS LINPOARSR G2 GKS cC¢!
progress report and in the next project management oversight review if any.
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Appendices

I None
2.35.020.017 CONTRACT PERIOD OF PERFORMANCE LIMITATION

A. Exceptfor procurements of rolling stock and replacement part contracts, which are limited
2y FSRSNIftfteé FdzyRSR LINRPOAzZNBYSyGa G2 FADS 6pd
services, leases, construction, revenue) are not limited by federal requirente the five
year limit.

Even if a federal time limit is not applicable, however, SRTA staff will use sound business
2dzRAIYSYid IyR 0SS 2dzZRAOA2dza Ay SaillofAaKAy3aA:
2F LISNF2NXI yOSo DSy iNiinf dotract l§ngtt willthét exdeéd fiyeR | NR
(5) years, inclusive of options, unless the reason for a longer term is documented in the
contract folder. Contracts may be awarded with periods of performance in excess of five

years if prior concurrence by thex&cutive Director in consultation with Legal Counsel is
documented. This requirement applies to the initial contract and contract extensions or
renewals beyond a fivgear term. The same process also is required for the exercise of an
optionwhichwilex y R G KS O2y 4N} OGQa LISNRA2R 2F LISNF2N

The period of performance generally should not exceed the time necessary to accomplish
the purpose of the contract. SRTA staff should consider competition, pricing, fairness, and
public perceptbn when making decisions regarding the term of a contract. Particular
attention should be paid when the procurement provides foraatl services on a wide range

of services for more than three years. Such procurements limit the firms eligible for an award
to a specific list of omall firms and may lead to missed opportunities for better pricing
and/or experience from other firms that have been established or have gained the necessary
experience to be eligible for an award if a new procurement was issuad@oner interval.
SRTA staff will document its rationale for determining the performance period designated
for each contract.

SRTA considers contract time extensions in light of whether they are permissible changes or
impermissible cardinal changes. €nit awards the contract, an extension of the contract
term length that amounts to a cardinal change will require a sole source justification.

Contract extensions must be executed prior to the expiration date of the original contract.

Appendices
1 Sole Source Approval Form (Appendix 1)
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2.35.020.018 ASSIGNMENT OF CONTRACT RIGHTS, JOINT PROCUREMENTS, AND
INTERGOVERNMENTAL PROCUREMENT

A. SRTA limits its procurements to the amount required to meet its reasonably expected needs
without adding excess capacity simply for the purpose of assigning contract rights to others
at a later date. Advertised quantities and dollar amounts should be justifiable.

When SRTA solicits, competes, and awards through the use of an inddéfiitery
indefinite-quantity (IDIQ) contract, the solicitation and the contract award should both
contain a minimum and maximum quantity that represents reasonably foreseeable needs.

Should SRTA find that it has inadvertently acquired contract rights in excess of its iheeds
may assign those contract rights to other public agencies if the original contract contains an
assignability provision that permits the assignment of all or a portion of the specified
deliverables under the terms originally advertised, competed, eatall, and awarded or
contains other appropriate assignment provisions. This process is sometimes referred to as
GLAITIEolr Ol Ay Ioé

1.
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procurement, it first has to determine theontract price remains fair and reasonable

and the negotiated contract provisions are adequate for compliance with all federal
requirements if the contract will use federal funds. SRTA need not perform a second

price analysis if a price analysis was perfed for the original contract in the previous

12 months, however, SRTA staff will still need to determine whether the contract price

or prices originally established are still fair and reasonable before using those rights by
performing an analysis. SRTAUsK Sy NBalLlRyaioftsS FT2NJ Sy adz
O2YLX AlFyOS ¢A0GK (GKS C¢! Qa .dz2 ! YSNROI NBIJc
pre-award and postlelivery Buy America review certifications, if applicable. SRTA staff

should review the original contrato be sure that the quantities the assigning recipient

acquired, coupled with the quantities it is seeking, do not exceed the amounts available

under the entity assigning the contract.

Piggybacks and assignments may limit choices to specific propedy services

acquired. SRTA may choose to instead use joint procurements by combining or
GLI22f Ay3E LINRPOdMZNBYSyida (2 200GFAy o0SGGSNI L
desirable than assignments because an assignment does not represent the combined
buying power of more than one purchaser at the time when prices are established. A

joint procurement also may offer the advantage of permitting the parties to acquire

LINR LISNIIeé FyR &ASNWAOSa Y2NB Oft2asSte NBalL
requirements thatwould be available through the assignment of existing contract

rights. However, if SRTA and another party jointly solicit and award an IDIQ contract,

the joint minimum and maximum quantities are expected to be stated in the solicitation

and contract.
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3. Non-SRTA procurements are procurements for which another public entity served as
the lead procurement entity and that include provisions that will allow the procurement
to be used by SRTA to contract with one or more specific contractors/vendors using pre
established prices, terms and/or conditions. Examples of such procurements include
joint procurements, piggybacks, and state purchasing schedules. When obtaining
property or services in this manner, SRTA staff should ensure that all federal
requirements, rguired clauses, and certifications (including Buy America) are properly
followed and included in the master intergovernmental contract or in SRTA contract as
applicable. When buying from a purchasing schedule, and as applicable, SRTA will obtain
Buy Ameria certification before entering into the contract. If the product is not Buy
Americacompliant, SRTA should obtain a waiver from the relevant federal agency
before proceeding if the procurement will be federally funded.

4. When using the California MultlAward Schedules (CMAS), SRTA must follow the
specific procedures identified in the California State Contracting Manual.

Appendices

1 California State Contracting Manual

2.35.020.019 COMPETITION

A. This section is composed of the followssigbsections:
019A Full and Open Competition
019B Advertisement of Solicitations/Distribution of Advertised Solicitation Documents
019C Prohibition Against Geographic PreferenceEa@derally Funde®rocurements
019D Written Procurement Selection Procedsre
019E Pre-Qualification Criteria

2.35.020.019A FULL AND OPEN COMPETITION

A. SRTA will provide for full and open competition when soliciting bids or proposals. All
procurement transactions, excluding approved limited competition or sole source
procurements, will be conducted in a manner providing full and open competition consistent
with this manual. Some of the situations that may be considered to be restrictive of
competition include, but are not limited to:

1. Unreasonable requirements placed on conti@stin order for them to qualify to do
business;

2. Unnecessary experience and excessive bonding requirements;

3. Noncompetitive pricing practices between firms or between affiliated companies;
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7.

Noncompetitive awards to any person or firm on retainer contracts;

Organizational conflicts of interestan organizational conflict of interest means that
because of other activities, relationships, or contracts, a contractor is unable, or
potentially unable, to render impartial assistance or advice to the grantee; a
contNI OG2NDa 2062SO0AGAGE Ay LISNF2NX¥Ay3 GKS
impaired; or a contractor has an unfair competitive advantage;

tKS &LISOAFAOFGARZ2Y 2F 2yfté | GoNIYR VYl Y€
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Any arbitrary action in the procurement process.

B. SRTA will adhere to these principles of competition:

1.

Fundamental to the use of any procurement method is the principle of full and open
competition. The availability of gpliers who are willing to compete for procurement

is essential for the effective use of small purchase procedures, formally advertised
procurements (IFBs), or negotiated procurements (RFPs and RFQs).

Competition in procurement is defined as a conditionenat least three sources are
able to compete for a requirement, both in price and technical skills.

Ly FddSYLiWd d2 3Sd 14 tSrad GKNBS l[dz2dSa
procurements.

SRTA will not fund procurements that restrocimpetition by utilizing exclusionary or
discriminatory specifications. These include:

a. Placing unreasonable requirements on firms by specifying technical features,
conditions, or other factors for which there is insufficient operational justification
of legitimate need,;

b. Allowing noncompetitive practices between firms (collusion, price fixing);
c. Conflicts of interest within SRTA; and
d. Requiring unnecessary experience and bonding.

By working throughout the procurement process to encourage full and open
compefition among potential contractors, SRTA will assure that both its interests and
those of the state and federal government are protected and that SRTA is getting a fair
return on the expenditure of federal, state, and local tax dollars.

Less than the fullrad open competition is not justified based on failure to plan or
limited availability of federal assistance to support the procurement (for example,
expiration of federal assistance previously available for the award). When less than the
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full and open cometition is available to SRTA offiealerally fundedprocurement, the
common grant rule requires SRTA to:

a. Solicit offers from as many potential sources as is practicable under the
circumstances;

b. Provide a sole source or limited competition justifioa. If SRTA decides to solicit
an offer from only one source or use a limited competition procurement, it must
justify its decision adequately and in writing;

c. Prepare or obtain a cost analysis verifying the proposed cost data, the projections
of the data, and the evaluation of the costs and profits; and

d. Submit the proposed procurement for peavard review if a federal agency so
requests.

In the event that SRTA receives less than three responses to an advertised
procurement, SRTA will analyze ttiecumstances and take remedial action. SRTA will
contact firms sent the solicitation to determine the reasons that firms did not respond.

If the reasons for nomesponse can be addressed by SRTA, the agency should re
advertise. If the reasons for neesponse cannot be addressed, such as remote
location, adequate resources at this time, SRTA can continue with only two firms, but
justification must be documented to proceed with the procurement. For -non
Architectural & Engineering (A&E) procurements, thstification must include the
names and addresses of the firms or individuals solicited for proposals. If only one
proposal is received the following steps are required:

a. For A&E procurements, a N@ompetitive process must be justified and a Public
Interest Finding must be documented and signed by the District Local Assistance
Engineer.

b. For norA&E procurements, a Ne@ompetitive process must be justified and a
Public Interest Finding must be documented and retained in the Procurement file.

Appendices

1
il
il
1
1

Section 2.35.020.023I of this manual

Sole Source Approval Form (Appendix 1)

Limited Competition Approval Form (Appendix 25)
Cost/Effectiveness/Public Interest Finding (Appendix 37)
Limited Procurement Response (Appendix 36)

2.35.020.019B ADVERTISING OF SOLICITATIONS/DISTRIBUTION OF ADVERTISED
SOLICITATION DOCUMENTS
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forth elsewhere in this manual depending on the type and amaf the procurement. If

the complexity or the specialized nature of the procurement warrants additional
advertising, the Chief Fiscal Officer should be consulted. All solicitations in excess of the
applicable small purchase threshold, which are not smarce or limited competition

LIN2E OdzZNBYSy Gazx gAfft 0S FROSNIAASR 2y {we¢! Qa

A notice of solicitation will be sent to all firms identified as interested in the type of project
being advertised. If no clear category for the type of project is na@et, then the Project
Manager should use their best judgment in selecting multiple categories to ensure an
adequate response to the solicitation.

The preferred publication for the advertisement of construction and A&E procurements is
the County Traddournal. Additional publications, in a newspaper of general circulation and
at least one DBE/small business directed, or trade newspaper published in the county, is
required for competitive procurements over $100,000.

lfEt 2F {w¢! Qa & Fof pgrdOureinenis inZeycesKk & hdzppligable small
procurement threshold are made available on its website including a map, drawings, and

other documents. At the time that the solicitation documents are posted, businesses that

have requested notice of oA OA G GA2ya 2F GKS (eéL)S o6SAy3a L
website, as well as any other qualified business SRTA staff desires a proposal form, should

be sent a solicitation notification.

When SRTA staff provides solicitation documents to someg@nén OdzNNBy Gf & Ay {v
GSYR2NJ RIFGlFolFasSsy {we¢! &K2dzZ R NBljdzSad G§KS LI
database.

For construction bids, SRTA staff will add the contractor to the bidder's list and request that
the contractor registersinSRTa 2y f Ay S OSYR2NJ RFGlFol asSo

Appendices

1 Solicitation Notification (Appendix 15)

2.35.020.019C PROHIBITION AGAINST GEOGRAPHIC PREFERENCES IN FEDERALLY FUNDED
PROCUREMENTS

A.

SRTA will conduct procurements in a manner that prohibits the use of statutory or
administratively imposed Hstate or local geographical preferences in the evaluation of bids
or proposals if federal funds will be used, except in those cases where appleateral
statutes expressly mandate or encourage geographic preference. This does not preempt
state licensing laws; however, geographic location may be a selection criterion in
procurements for architectural and engineering (A&E) services provided [iscaton
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leaves an appropriate number of qualified firms, given the nature and size of the project,
to compete for the contract.

Appendices

 None

2.35.020.019D WRITTEN PROCUREMENT SELECTION PROCEDURES

A. SRTA will have written selectipnocedures in its solicitations. All solicitations should:

1. Incorporate a clear and accurate description of the technical requirements for the
material, product, or service to be procured. Such description should not, Iin
competitive procurements, contain &ures that unduly restrict competition. The
description may include a statement of the qualitative nature of the material, product,
or service to be procured and when necessary, should set forth those minimum
characteristics and standards to which it mashform if it is to satisfy its intended use.

Detailed product specifications should be avoided if at all possible. When it is
impractical or uneconomical to make a clear and accurate description of the technical
NBIljdZA NBYSyYy Gaz | d&o NipyoR may beriBed.2SRTASMjl ddefaé RS
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specification or more detailed description, without performing an inspection and
analysis, in time for the acquisition under consideration. Farth= (G KS dzaS 2 F
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salient physical and functional characteristics of the brand name product in the
solicitation.

2. Identify all requirements that bidders/offerors must filll and all other factors to be
used in evaluating bids or proposals, including interview criteria.

3. If a multipleaward oncall procurement is utilized, the solicitation must identify the
requirements and criteria that will be used to select a speciiic for a specific project
2NJ Gl &l 2NRSN) a2 GKIFIGO y20A0S Aa LINPOJARSI
procedures.

Appendices

 None

2.35.020.019EPREQUALIFICATION CRITERIA

A. SRTA does not typically use a prequalification process, except in the caa@oprojects
that will exceed $5,000,000. SRTA will not, however, preclude potential bidders from
qualifying during the solicitation period, which is from the issuance of the solicitation to its
closing date, unless a determination has been made baseslifficient evidence that the
bidder is not responsible. For procurements in excess of $5,000,000 that will utilize a
prequalification process, SRTA will take measures to confirm that its list of prequalified
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persons or firms that are used in acquiringoge and services are current and include

enough qualified sources to ensure full and open competition. Firms subject to
LINSIjdzt t AFAOFGA2Y gAff 0S Fa{iSR (G2 &ddzoYAlG R2
Statement of Experience and Financial Cooditi

Appendices
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2.35.020.0206 BEST VALUE

A {we¢! YIF& gl NR I O2yidNIXOG G2 I LINRPLRASN 4K:
describes a competitive, procurement process in which SRTA reserves the right to select
the most advantageous offer by evaluating and comparing factors in addition toocos
price such that it may acquire technical superiority even if it must pay a premium price. A
GLINBYAdzYé Aa (GKS RATFTSNEBY pbcedorSppusibeSpyoposak S LINJ
and the one that SRTA believes offers the best value. SRTA basesritsin@ion of which
proposal represents the best value on an analysis of the tradeoff of qualitative technical
factors and price or cost factors. The documentation and analysis establishing best value
should be documented in the RFP, if issued, for smmaltypements. The documentation
includes the score sheets used to evaluate proposers on small procurements and
establishes which proposer will provide the best value to SRTA for all procurements under
the applicable small purchase threshold.

For procuremats in excess of the small procurement threshold, the contract file should
contain documentation in the evaluation factors within the solicitation and relevant score
sheets, as well as the record of negotiation (RON) and other written records to establish
the best value criteria, are met. SRTA will disclose those factors in its solicitation that will
form the basis for the award. The evaluation factors for a specific procurement reflect the
subject matter and the elements that are most important to SRTAs@ evaluation factors

may include, but need not be limited to, technical design, technical approach, length of
delivery schedules, quality of proposed personnel, past performance, and management
plan.

Appendices
1 Record of Negotiation (Appendix 27)
2.35020.021- PROCUREMENT REQUISITIONS

A. The procurement process formally begins with the preparation and submission of a
procurement initiation packet to the Project Manager. The procurement requisition packet
consists of the following forms:

1. Scope of workfatement of work (SOW).
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3. Project schedule.

4. Specification (if available).

5. RON (for task orders).

6. Sole Source or Limited Competition Justification form (if applicable).

The Project Manager will complete th@rocurement initiation form by providing the
following information:

1. Entering the requestor name, department, project number, procurement value, date the
service is needed, justification for procurement, and ICE value, description of services or
goods, funehg source, vendor information (if it will be a sole source or agreement with
another government agency), and any other applicable information that is required on
the procurement requisition.

The procurement will be assigned to the Project Manager whiob& responsible for the
following:

1. Completing a draft document such as a task order, amendment, memorandum of
understanding (MOU), etc. per the request.

2. Determining if a DBE/UDBE contract goal needs to be setevakiated and arranging
for the goal stting documentation to be prepared internally or by a consultant.

3. Determining whether a praward is required and arranging for an auditor to carry out
the audit.

4. Setting the estimated procurement schedule when a formal procurement method is
used.

5. Reviewng any grants or agreements concerning the funding that will be used for the
procurement and incorporating necessary provisions or referencing anytipessgh
obligations in the draft contract, task order, MOU, etc. so that document provisions can
be tailored accordingly.

6. Sending the final formatted contract to the consultant/contractor for signature.

7. Once the signed contract is received, routing the signed document for final signature to
the Executive Director.

8. Sending a copy of the executed contract be tconsultant/contractor.
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D. When a credit card is used, a sales receipt must be attached with the signature of the person
taking possession of the goods attesting to such receipt.

E. The MOP form is intended to assist Project Managers in determiningatienale for the
selection of procurement method and cost type of a solicitation.

Appendices

Procurement Requisition Form (Appendix 2)

Method of Procurement Selection Form (Appendix 10)

Limited Competition Approval For(Appendix 25)

Sole Source Approval Fol#ippendix 1)

Independent Cost Estimate (ICE) Justification for Small Procurements (Appendix 23a)
Independent Cost Estimate, Scope of Work, Summary, and Staffing Plan (Appendix 24)

= =4 -8 8 -8 9

2.35.020.022 INDEPENDENT COST ESTIMATE (ICE)

A. In the FTA Circular 4220.1.F, it is specified that grantees should perform a cost or price
analysis in connection with every procurement action including change orders, contract
modifications, and sole source procurements.

1. The intent of the Circular 4221.F, with respect to cost and price analysis (which
logically begins with an ihouse cost estimate), is to capture every procurement, not
2dzad aYlFI22NE LINPOMINBYSyiGasd ¢KS RSINBS 27
in-house cost estimate depeinty on the size and complexity of the procurement. An
ICE or EE should be developed for every procurement and the estimate must be
documented using the appropriate standardized SRTA form. A consultant not otherwise
involved in the procurement, who has s&g an appropriate conflict of interest forms
including a Form 700 and does not have a conflict, may prepare and sign the ICE if SRTA
staff member will be involved in negotiating the final price, level of effort, or other cost
issues.

2. A cost analysis sluid be used when a price analysis will not provide sufficient
information to determine the reasonableness of the contract cost. For example, when
the offeror submits elements (such as labor hours, overhead, materials) of the
estimated cost, (such as profdenal consulting and A&E contracts); when price
competition is inadequate; when only a sole source is available, even if the procurement
is a contract modification or; in the event of a change order. SRTA, however, need not
obtain a cost analysis if it ogustify price reasonableness of the proposed contract
based on a catalog or market price of a commercial product sold in substantial quantities
to the general public or based on prices set by law or regulation.

a. Establishing Indirect Cost Rates. Fontcacts other than A&E contracts, if the
contractor or subcontractor does not have an approved government indirect cost
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verified.

b. Contracts of $5 million or less. The audiOr2 YYSyYy RI GA2yda 2F (KS
OSNIAFASR Lzt A0 FOO02dzyilyld 2NJ AYRANBOU
statement to their stockholders, shareholders, or owners or examples of
acceptance of their rates by other governmental agencies withm Idst Six
months should be used.

c. Contracts exceeding $5 million. If federal funding is being used, the Defense
Contract Audit Agency, another federal cognizant audit agency, or an accounting
firm approved by the federal government to perform audity fine federal
I32PSNYYSYy (G Ydzald OSNAFe GKS O2y (i N) OG2NIDa

d. Profit. Profit should be negotiated as a separate element of the cost for each
contract or task order in which there has been no price competition and in all
acquisitions in which SRTA perf@mor acquires a cost analysis. To establish a fair
and reasonable profit, SRTA considers the complexity of the work to be performed,
0KS NR&]l dzy RSNI I {Sy o6& GKS O2y (NI Ol 2NE
subcontracting, the quality of the conttali 2 NR& NBO2NR 2F LJ &
industry profit rates in the surrounding geographical area for similar work.

3. If SRTA determines that competition was adequate, a price analysis (rather than a cost
analysis) should be used to determine the reasonaddsnof the proposed contract
price. SRTA may use an abbreviated price analysis for micro and small purchases in most
cases. One method to record this price analysis is through the use of a preprinted form
on which the Project Manager can annotate a findifdair and reasonable pricing and
check off the most common reasons why this would be so, such as catalog or market
prices offered in substantial quantities to the general public, regulated prices (for
example, for many utility purchases), or a comparmisaith recent prices for similar
goods and services.

Appendices

1 Procurement Requisition Form (Appendix 2)
1 Independent Cost Estimate (ICE) Justification for Small Procurements (Appendix 23a)
1 Independent Cost Estimate, Scope of Work, SummaryStéaifing Plan (Appendix 24)

2.35.020.023 PROCUREMENT THRESHOLDS/METHODS OF PROCUREMENT

Method of Procurement Thresholds for Funding Thresholds for Funding
Provided Through a State | Provided Directly from a
Agency (PCC) Federal Agency (2CFR
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200) Including Indirect
Funds
SERVICES:
Micro-purchase N/A $3,500 or less
Small purchase: Services | Less than $5,000 $3,500$250,000
other than A&E
Competitive Proposal: $5,000 and above $250,000 and above
Services other than A&E
A&E Services
Simplified Acquisition N/A $250,000 or less
Procedure for A&E
Procurement of A&E Service Any dollar amount $250,000 and above
(RFQ)
EQUIPMENT/SUPPLIES AN
CONSTRUCTION
Small Purchases Less than $25,000 $5,001 to $250,000
Small Purchase for N/A $250,000 or less
Construction
Sealed Bids/IFB: Equipment| $25,000 and above $250,000 and above
Supplies and Construction

This section is composed of tfalowing subsections:

023A
023B
023C

023D
023E

023F
023G
023H
023l
023J
023K

023L
023M

Procurement by Micrgurchase for Services and Equipment Supplies ($3,500 or less)
Procurement by Small Purchase Procedure for Equipment & Supplies (less than $25,000)
Procurement by Small Purchase Procedure for Sesvi@ther Than A&E (Less than
$3,500)

Procurement by Small Purchase Procedure for Construction (less than $25,000)
Procurement by Sealed Bids/IFB for Equipment, Supplies and Construction ($25,000 and
above)

Procurement by Competitive Propogal Services Other Than A&E ($5,000 and above)
Procurement of A&E Services by Simplified Acquisition Procfi2s®,000 or less)
Procurement of A&E Servicésny dollar amount)

Audit Requirements for A&E Services

Procurement by Noit€Canpetitive Proposals (Sole Source) With Caltrans or Federal Funds
Procurement by Noi€Competitive Proposals (Sole Source) Without Caltrans or Federal
Funds

Procurement by Limited Competition

Options
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023N Contracts with OtheGovernment Entities
0230 Use of OrCall Multiple Award Procurements
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2.35.020.023A PROCUREMENT BY MIERIRCHASE FOR SERVICES AND
EQUIPMENT/SUPPLIES ($3,500 OR LESS) Including Indirect Gahdappropriate for
procurements using directederal payments to SRTA.

A. If the procurement has participating federal funds sub vented directly to SRTA, is $3,500 or
less and does not require the use of sophisticated or unique contract terms and conditions
due to the low risk of what is being praad, a micrepurchase may be used. Purchases
within the micrepurchase threshold may be made without obtaining competitive quotes,
although staff must still document the determination that the price is fair and reasonable
using a Micrepurchase Justificath form prior to purchase or order. If such a
determination cannot be made, staff should seek at least three bids, which may be written
or oral, to compare prices and terms. There should be equitable distribution among
qualified suppliers.

Micro-purchasesare exempt from Buy America requirements, but not from the state,
federal or SRTA requirements.

Splitting of procurements to avoid competition or to be within the Mignarchase
threshold is not permitted. The Chief Fiscal Officer shall review mugrchases annually

to plan additional procurement options to provide for greater competition resulting in more
efficient and economic purchases.

Appendices
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w a Ap@rehBse Justification Form (Appendix 35)

2.35.020.@3B- PROCUREMENT BY SMALL PURCHASE PROCEDURES FOR EQUIPMENT AND
SUPPLIES (Less than $25,000)

A. Small purchase procedures are those relatively simple and informal procurement methods
for securing equipment, supplies, or other property, which do not codtMiS (G Kl y { w¢!
simplified acquisition threshold of $25,000. If small purchase procedures are used, price or
rate quotations should be obtained from an adequate number of qualified sources, with
three sources being the minimum number of quotes staff mut&rapt to obtain. Prior to
requesting bids, the Project Manager will prepare an ICE and the Method of Procurement
Selection Form.

1. Staff should attempt to obtain written bids or document oral bids from at least three
suppliers in a manner that permitsipes and other terms to be compared. This should
be accomplished by sending a fax or email request to an adequate number of firms using
Fye O2YoAylGAz2y 2F {we¢! Qa O0AR fA&alGT /I fATF2
list, or known sources or sotes generated from published documents. Staff should
recommend the supplier that is determined to be the low responsive and responsible
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bidder meeting the terms, conditions, and specifications of the solicitation, taking into
account the possible range obmpeting for product and materials available, fitness of
LJdzN1J2 &S S YI ydzZFl OGdzZNBNR& g NN ydes FyR 20K
Documentation of which vendors were sent quote requests, the responses received,

and the low bidder selected shld be documented by the Project Manager using the
recommendation memo template.

2. Approved Equal Clause: In order to establish a basis of quality, functionality, and/or
performance, certain materials, equipment, or kinds of materials may be specified,
either by description of functionality and/or performance or by designating a
manufacturer by name and referring to his brand of product designation, make, model,
or part number or by specifying a kind of material. The solicitation should not exclude
other processes, equipment or materials of equal functionality and/or performance,
utility, or merit, which may be approved by SRTA upon request. Requests for approved
equal, clarification of the solicitation specifications, and complaints on specifications
must be received by SRTA, in writing, by the time specified in the solicitation. Any
request for an approved equal or protest of the specifications must be fully supported
with technical data, test results, or other pertinent information as evidence that the
substitute offered is equal to or better than the specification requirement.

Appendices
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1 Method of Procurement Selection Form (Appendix 10)

1 Independent Cost Estimate (ICE) Justification for Stnatlurements (Appendix 23a)

1 Recommendation for Selection of a Contractor Memo Template (Appendix 6)

2.35.020.023CGPROCUREMENT BY SMALL PURCHASE PROCEDURE FOR SERVICES OTHER
THAN ARCHITECTURAL & ENGINEERING (Less than $5,000)

A. Prior approval of theise of this procurement procedure and the evaluation criteria should
be obtained from the applicable management staff. The Project Manager also should
concur with the use of this procurement method and fill out a Method of Procurement
Selection Form to dagnent the appropriateness of this procurement method. An informal
competitive process may be followed with price or rate quotations obtained from an
adequate number of qualified sources to ensure that SRTA is obtaining a fair and reasonable
price and thatthe recommended consultant will provide the best value to SRTA if a best
value analysis is utilized. Generally, quotes/proposals must be sought from at least three
qualified consultants to meet this requirement. The competitive process should be
documentedby the Project Manager in the Recommendation template, the RON, or some
other written record. In obtaining price or rate quotations, a SOW and evaluation criteria
that include cost as a factor should be developed and supplied to all bidders/offerors.
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Appendices

1. Determination of which proposal will provide the best value to SRTA when the informal
solicitation includes options that may be awarded must include the options in the
evaluation and selection process. If the optional work is not used to determine the best

value proposal, such options, if exercised, will need to be justified as a sole source.

2. All procurements should have a documented RON that establishes that the Project
Manager made the effort to obtain the best price for SRTA for the goods or services

with quality, level of effort, cost, and other relevant factors taken into consideration.

The staff member that takes the lead during negotiations is responsible for signing off
on the RON whether it is a Project Manager or other staff person.

w Procurement Requisition Form (Appendix 2)

1 Method of Procurement Selection Form (Appendix 10)

1 Record of Negotiation (Appendix 27)

1 Recommendation for the Selection of a Contractor Memo Template (Appendix 6)

2.35.020.0230 PROCUREMENT BY SMALL PURCHRBEEDURE FOR CONSTRUETION

($250,000 or less) Only appropriate for procurements using direct federal payments to SRTA.
A.

After a Method of Procurement Selection Form and ICE are prepared, written Invitation for

Bid (IFB) notices for smalbnstruction projects should be sent to at least three qualified

bidders by mail, email or facsimile on the same date or a formal IFB may be [msgadnt
to Section 2.35.020.023Ehe bid period must be a minimum thiree calendar days foa

small purclaselFB. When possibléhe IFB should be sent to at least two certified DBE firms.

ThelFB mustontain the time and location for receiving and opening bids. The contract will
be awarded to the lowest priced, responsive, and responsible bidder afteieenaftintent
to award has been issued to all bidders and the protest period has expired.

1. Construction on minor public works projects will require the following additional

information to request a quote:

a.

Procurement requisition with supporting documetitan (budget estimate or
SYaAySSNRa SadAYFrdS gKAOK aSNWSa | a

Complete specifications, drawings, and maps if applicable.

Date work needs to be completed, period of performance, timeline.

. Schedule for job walk or site visit to determine work to @ene if complete

specifications and drawings are not provided.
Required permits, certificates, licenses.

Required bonds, insurance.
107
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g. List of crafts, classification or type of worker needed to execute the contract for the
determination of prevailing wage ras by the building contractor.

2. Protest Procedures: The IFB should include protest procedures in accordance with
SECTION 2.35.020.0J4RITTEN PROCUREMENT PROTEST PROCEDURES.

3. Bonds: For projects which do not exceed $50,000 a bid bond may be requithd
discretion of the Director of Mobility Management and Project Implementation (MMPI).
Additionally, a warranty for the work and maintenance bond may be requested
depending upon the complexity of the project.

a. Bid Bond. If this type of bond is requireithe bond must be payable to SRTA for
ten (10) percent of the total bid price. The bid bond must be submitted with the bid.
The bid bond of the successful bidder will be retained and in effect until the contract
has been awarded.

b. Warranty of the Work and/laintenance Bond. If this type of bond is required, the
contractor will warrant to SRTA, the architect, and/or engineer that all materials and
equipment furnished under the contract will be of the highest quality and new
unless otherwise specified by SRT#ee from faults and defects, and in
conformance with the contract documents. All materials and equipment not so
O2y ¥F2NXAYy3 (2 G(GKSasS adlFryRIFENRA&A akKlFftt oS C
designated representative, the contractor shall furnistissactory evidence as to
the kind and quality of materials and equipment. The work furnished must be of first
quality, and the workmanship must be the best obtainable in the various trades. The
work must be of safe, substantial, and durable constructiorali respects. The
contractor must warrant the work against defective materials or faulty
workmanship for a minimum period of one (1) year after final payment by SRTA and
shall replace or repair any defective materials or equipment or faulty workmanship
during the period of the warranty at no cost to SRTA or reimburse SRTA upon
demand, for its expenses incurred in restoring said work to the condition
contemplated, including the cost of any such equipment or materials replaced and
the cost of removing andeplacing any other work necessary to make such
replacement or repairs.

4. Prevailing Wages: Prevailing wage requirements are applicable since theBBeors

Act applies to construction contracts over $2,000 and California Labor Code Section
1720 appliego construction contracts over $1,000. In the event there is a difference
between the wages for construction contracts over $2,000, the higher wage shall
prevail. Prevailing wage weekly certified payrolls pursuant to Labor Code Section 1776
shall be subntied to SRTA and uploaded to the California DIR website no later than the
final invoice. If the work is conducted over a period of time exceeding 90 days, certified
payrolls must be submitted, at a minimum, with each payment application (invoice). No
payment will be made without receipt of the required certified payrolls. The only
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exception to this procedure is when a special wage determination has been issued from
the State of California Department of Industrial Relations (DIR).

./ 2y GNI Ol 2 NRsificatjoh &n8 yRaégBtratiorf With DIR: California state law

requires that a licensed contractor perform the work on any public works contract over
Ppnn O0fl 062N LX dzA YIOGSNAFfA0DP ¢KS O2y iN) OG:
license in the apmpriate classification and the firm must be registered with the DIR for

public works exceeding $1,000. The solicitation may specify which license SRTA requires

the contractor to hold in order to award a contract for the performance of the SOW.

Resource(s)

1 Method of Procurement Selection Form (Appendix 10)

2.35.020.023EPROCUREMENT BY SEALED BIDS/IFB FOR EQUIPMENT, SUPPLIES AND
CONSTRUCTION ($25,000 and above)

A.

Under this procedure, bids are publicly solicited, and a-fixad-price contract (lumsum

or cost per unit of work with a netb-exceed amount) is awarded to the responsive and
responsible bidder whose bid, conforming to all the material terms and conditions of the
invitation for bids, is the lowest in price. A Method of Procurement Sele¢torm, Request

for Major Construction Procurement Checklist, and ICE/EE must be prepared before an IFB
is issued. Board consent in a public meeting may also be required if the procurement is of
the type and amount the Board has directed that staff biirfgr pre-procurement and/or
pre-contracting approval.

1. Guidelines for IFBs:

a. The IFB includes the complete assembly of related documents (whether attached
or incorporated by reference) furnished to prospective bidders for the purpose of
bidding.

b. IFBs mustbe based on a clear and accurate description of the technical
requirements for the material, product, or service to be procured. The description
should not contain, in competitive procurements, features that unduly restrict full
FYR 2LSYy O2YaRXNYRAZVOSCRA) &lidzd £ € RSEAONR
define the performance or other necessary requirements of a procurement. When
so used, the specific features of the brand name product that must be met by
bidders must be clearly identified. Brand names thaNB |y 26y G2 YSSi
SljdzZ £ ¢ NBIdzZANBYSyi(ia aKz2dzZz R 6S fAaiSR®

c. IFBs should be publicized through distribution to prospective bidders, posting on
SRTA website, posting in public places, advertising in newspapers, and such other
means as may be appropriate sufficient time to enable bidders to prepare and
submit their best bids before the time set for the public opening of bids.
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d. If the procurement is successful, the contract will be awarded tordsponsive
and responsible bidder submitting the lowest lmdtermined on the basis of the
specifications set forth in the IFBs.

e. The IFBs, including specifications and attachments, should permit full and open
competition consistent with the requirement for the property or services to be
procured. The requirementks2 dzf R NB LINBSASyd {we¢! Qa YAy,
sufficiently described to promote full and open competition.

f. All bids should be opened publicly at the time and place stated in the IFB.
In order for sealed bidding to be feasible, the following conditions shbalpresent:

a. A complete, adequate, and realistic specification or purchase description is
available;

b. Two or more responsible bidders are willing and able to compete effectively for
the business;

c. The procurement lends itself to a firfixed-price contractand the selection of
the successful bidder can be made principally on the basis of price; and

d. There is no price negotiation with bidders before sending out the notice of intent
to award.

If the sealed bid procurement method is used, théowing requirements apply:

a. The IFB will be publicly advertised, and bids should be solicited from an adequate
number of known suppliers or contractors, providing them sufficient time to
prepare bids prior to the date set for opening the bids;

b. The IFB, Wich will include any specifications and pertinent attachments, should
define the items or services sought in order for the bidder to properly respond;

c. All bids will be publicly opened at the time and place described in the IFB;
d. Bid amounts will be incluakin the bid opening documentation;

e. A firmfixed-price contract award will be made in writing to the lowest responsive
and responsible bidder. For the procurement of tangible items, when specified in
bidding documents, factors such as discounts, trangdamh costs, and lifeycle
costs may be considered in determining which bid is lowest; payment discounts
will only be used to determine the low bid when industry practice for the type of
project involved indicates that such discounts are usually takearadge of; and

f. Any or all bids may be rejected if there is a sound documented reason.
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4. For purchases of equipment or supplies that are better suited for an RFP or purchase on
the open market instead of an IFB, approval may be sought from the Projecddato
utilize a different procurement process based on the documentation in the Method of
Procurement Selection Form. An alternate procurement process to the IFB may be in
{we! QF 0Sad AyiSNBad Ay GKS F2tt2sAy3a SEIY

a. The purchase may be madga lower price on the open market.

b. Competitive bidding is an inadequate method of procurement because it is necessary
to purchase prototype equipment or modifications in order to conduct and evaluate
operational testing.

c. The article(s) to be procured imdergoing rapid technological changes, and it is in
0KS LldzofA0Qa AyGSNBad G2 AaadsS Iy wCt az
LINE RdzOG IyR YIFGSNARFf&a | @FAflofSE FTAdySaa
other similar factors in additioto price can be taken into consideration.

5. If staff seeks authorization to utilize an alternate procurement process, documentation
setting forth the reasons a deviation from the typical competitive bidding process is
warranted, and technical evaluatioof the articles, prices, and suppliers should be
placed in the contract folder.

6. Payment Method

Contracts awarded as a result of IFBs should be fixed price. Escalation may be appropriate
where unusual risks for labor or material are present and stexability is necessary and
feasible. When escalation is necessary, an escalation ceiling must be established and must
be the same for all bidders. Payment for unbid items, including items in change orders
will not call for payment to the contractor onétbasis of cost, plus a fixed percentage of

the cost. Markup amounts must be negotiated and determined reasonable on each item
added to a low bid procurement.

7. Solicitation of Bids

a. Preparation of IFBs. For supply and construction contracts, IFBs sloouédncthe
following information if applicable to the procurement involved:

i.  Invitation number.

ii.  Name and address of Project Manager.

iii. Date of issuance.

iv. Date, hour, and place of bid opening (prevailing local time should be.used)

v. Number of pages and numbered pages.
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vi. A description of supplies or services to be furnished under each item in sufficient
detail to promote full and open competition.

vii. The time of delivery or performance requirements.
viii. Statement of whethethe submission of electronic bids will be permitted.

ix. The IFB should set forth full, accurate, and complete information, including
attachments.

X. Bid guarantee, performance, and payment bond requirements.

xi. A requirement that all bidders musilow an acceptance period of not less than
a specified number of calendar days and that bids offering less than the
minimum stipulated acceptance period will be rejected.

xii. Special experience and/or technical qualifications due to the complexitiyeof t
equipment being procured, or for some other special reason.

xiii. Any authorized special provisions relating to such matters as progress payments,
patents, liquidated damages, etc.

xiv. Any additional contract provisions or conditions required by $itate, local, or
other jurisdictions.

xv. All factors to be considered in the evaluation of bids that weigh on price, such
as shipping costs. It is essential that the IFB inform vendors of those factors that
will be evaluated and exactly how eafdctor will be evaluated. Bidders must
know these factors to properly construct their bid prices. It is imperative that
this process is followed to assure that any perception of arbitrary application of
the price factors by buyers is eliminated.

xvi. Directions for obtaining copies of any documents that have been incorporated
by reference. All documents incorporated in the IFB by reference must be readily
available to all potential bidders.

xvii. A bid price form should be included that is tailored stitdt it breaks down all
of the appropriate cost elements and options such that SRTA staff can determine
the low bidder and the responsiveness of the bids.

. Bidding Time. Consistent with the need for obtaining the supplies or services, all IFBs
should allowsufficient bidding time (i.e., the period of time between the date of
distribution of an IFB and the date set for opening the bids) to permit prospective
bidders to prepare and submit bids. Generally, bidding time should not be less than
21 calendar daywhen procuring standard commercial articles and services. It should
not be less than 30 calendar days when procuring other than standard commercial
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articles or services. The exception is when the urgency of the need does not permit
such delay.

Place and Mtnod of Delivery of Supplies. IFBs specifying f.0.b. origin should state
that bids will be evaluated on the basis of the bid price plus transportation cost to the
buyer from point of origin to one or more designated destinations.

. Bid Sample. Fortheprocary Sy & 2F GFy3a3AoftS A0Syaz | &0
by the IFB document to assist the buyer in determining whether the bid is an offer to
perform exactly as required in the invitation. Such samples, however, may be used

solely for the purpose of determing responsiveness and should not be used to
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required to furnish samples unless there are certain characteristics of the product

that cannot be described adequately inettspecification or purchase description,

thus necessitating inspection of a sample to assure procurement of an acceptable
product. Submission of bid samples should be discouraged unless they are absolutely
necessary.

. Descriptive Literature for the Procuremt of Tangible Items
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illustrations, drawings, and brochures, which describe or show the characteristics
or construction of a product or explain its operation. The termudek only the
information required to determine the acceptability of the product. It excludes
other information such as that furnished in connection with the qualifications of
a bidder or for use in operating or maintaining equipment;

ii. Use. Bidders shad not be required to furnish descriptive literature as a part of
their bids unless the Project Manager determines that such literature is needed to
determine whether the product(s) offered to meet the specification requirements
of the IFB or establish agtly what the bidder proposes to furnish.

Final Review of IFBs. SRTA Project Manager shall review each IFB allowing adequate
review time as necessary to correct any discrepancies or ambiguities that could limit
competition unnecessarily.

. Contacting Prospative Bidders. Notice of release of the IFBs should be sent via email
or otherwise delivered to the maximum number of prospective bidders to promote
and ensure maximum full and open competition. Unnecessary restrictions on
competition should be avoided. &mn the time the solicitation is being prepared to
the time of contract award, only the Project Manager should have contact with
potential or actual proposers in order to reduce the likelihood of an unfair advantage
in the competitive process.
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. Prebid Confeence. A prebid conference may be used as a means of briefing
prospective bidders and explaining to them complicated specifications and
requirements, including U/DBE information, goals, and documentation as early as
possible after the invitation has bedssued and before the bids are opened or
proposals are due. The pi#d conference should not be used as a substitute for
amending a defective or ambiguous IFB or RFP. If a modification is proposed as a
result of the prebid conference, such modificatioshould be made through a formal
addendum and not through the p#eid notes. A DBE interest list or norclusive DBE

list of firms is made available with the IFB documents on SRTA website to assist
contractors and subcontractors in locating each other twemtially partner on the
project and may be provided again at the goiel conference as needed.

Advertising. All IFBs should be advertised in a manner that promotes participation in
the bidding by all qualified and capable firms. If there is a U/DBE talgoal
amount should be advertised. Advertising only in the immediate local news media
may not be adequate for large projects needing contractors of a type that are not
common locally.

Records of IFBs and Records of Bids. The Project Manager shaihdareeécord of

every IFB he/she issues and a copy of each abstract or record of bids. Project Manager
should review this record during each subsequent procurement action for the same
and, when appropriate, similar items. This should ensure that the irdtion in the

file is utilized with the new procurement. The IFB file should show the date of the IFB
and the original distribution source list.

. Amendment of IFBs. If after issuance of IFBs, but before the time set for bid opening
it becomes necessary to k@ changes or corrections in quantities, specifications,
delivery schedules, opening dates, etc., or to correct a defective or ambiguous
invitation, the changes will be accomplished by issuance of an addendum to the IFB
at least 72 hours before the biddsie. Distribution of the addendum will be made to
each concern to whom the invitation for bids has been furnished and/or placed on
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and the possible need to extend this pmtishould be considered and, if necessary,
confirmed in the addendum. Any information given to a prospective bidder
concerning an IFB should be furnished promptly to all other prospective bidders as
an addendum to the IFB. No award should be made unlesaddendum has been
issued in sufficient time to permit all prospective bidders to consider the information
in submitting or modifying their bids. In this regard, changes to DBE goals or
requirements that may require additional time for bidders to condaagood faith

effort to locate DBE firms will be considered in determining whether an extension of
the deadline is needed.

Responsiveness of Bids. To be considered for the award, a bid should comply in all
material aspects with the IFB. Bidders must useASBidl forms in order to be in
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material compliance with the IFB requirements. This applies to both the method and
timeliness of submission and the substance of any resulting contract. It is imperative
that all bidders be afforded an equal opportunity so tttiae integrity of the bidding
system is maintained. Bids should be completed, executed, and submitted in
accordance with the instructions contained in the IFB.

m. Time of Bid Submission. Bids should be submitted so as to be received in the office
designatedn the IFB not later than the exact time set for opening of bids. Late bids
must be rejected.

n. Modification or Withdrawal of Bids. Bids may be modified or withdrawn by written
notice. The notice must be received in the office designated in the IFB nothate
the exact time set for bid opening. A bid may be withdrawn, in person, by a bidder or
his authorized representative provided:

i. his/her identity is made known;
ii. he/she signs a receipt for the bid; and
iii. the withdrawal is prior to theexact time set for bid opening.

0. Late Modifications and Withdrawals. Modifications and requests for withdrawal of
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considered.

Opening of Bids and Award of Contracts

The official designated as the bid opening officer should decide when the time set for
bid opening has arrived and so declare to those present. All bids escpivor to the

time set for opening should be publicly opened, read aloud to the persons present, and
be recorded. The name of the bidder and the total amount of each bid should be read
and documented in the IFB file. Bidders may obtain copies of thedidments that

must be disclosed pursuant to the California Public Records Act at any time after the bid
amounts are publicly read and recorded.

The original copy of each bid should be carefully safeguarded, particularly until an
abstract of the bids habeen made and its accuracy verified. SRTA may allow for

electronic bidding of IFBs. If electronic bidding is allowed, the electronic process will
record all data, and the results will be immediately available on the SRTA website for
the public to view.
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10.

Recording of Bids

All hard copy bids must be time and date stamped upon their receipt. Adindedate

stamp should be kept at the desks of the receptionists and administrative staff handling
mail, and these staff members should be instructed to placena-tind-date stamp on

all proposals/bids. To comply with FTA Circular 4220.1F, all bids received against an IFB
will be documented using a bid summary form. The invitation number bid opening date,
general description of the procurement item, names of bidgesrices bid, and any
other information required for bid evaluation should be entered into the bid summary.
When the items are too numerous to warrant the complete recording of all bids, an
entry should be made of the invitation number, opening date, gahdescription of

the procurement items, and the total price bid where definite quantities are involved.
The bid summary should be completed as soon as practicable after the bids have been
opened and read. The Project Manager serving as the bid operfingratill certify the
accuracy of the information. If the IFB is canceled before the time set for bid opening,
the cancellation should be recorded, together with a statement of the number of
organizations invited to bid and the number of bids received.

Review of Bids

Review of bids for responsiveness and bidders for responsibility should be conducted
by technically qualified staff and/or consultants without financial or organizational
conflicts of interest. Consultants or nemployees that assist staffi ievaluating and
reviewing bids must fill out a declaration concerning conflicts prior to reviewing bids.
No oral discussion or written communication should be conducted with bidders except
to obtain clarification regarding the bid contents or provide mfation regarding
protests or delays.

11. Cancellation of Invitation After Opening

Preservation of the integrity of the competitive bid system dictates that, after bids have
been opened, the award must be made to that responsible bidder who submitted the
lowest-priced, responsive bid unless there is a compelling reason to reject all bids and
cancel the invitation. An IFB should probably be canceled if one of the following occurs
(this is not an exhaustive list):

a. all bids contained unreasonable prices;
b. there is evidence of collusion or bad faith; or

c. the competition was not adequate to ensure a reasonable price.

The solicitation documents will be corrected, when necessary, before the procedure for
re-solicitation may be followed.
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12.

13.

Rejection oindividual Bids

Any bid that fails to conform to the essential requirements of the IFB, such as
specifications, delivery schedule, or any alternatives to these or other requirements
specifically provided for in the IFB should be rejected as nonrespo@igmarily, a bid

will be rejected when a bidder imposes conditions that would modify requirements of
the IFB or limit its liability to the buyer in a way that gives the bidder an advantage over
other bidders. Minor deviations may be waived. A minor déerais an error that does

not go to the substance of a bid. A condition goes to the substance of a bid when it
affects the price, quantity, quality, or delivery of the items offered. Waivers of minor
deviations should be consistently applied to avoidgdkons of favoritism. Any bid may

be rejected if SRTA determines that it is unreasonable as to price, and the determination
is supported by review and analysis of the action. If a bid guarantee is required and the
bidder fails to furnish the guarantee accordance with the requirements of the IFB,
the bid must be rejected.

Notice to Bidders of Rejection of All Bids

When it is determined to reject all bids, the Project Manager should notify each bidder
in writing that all bids have been rejected, statittie reason(s) for such action if
appropriate.

14. Award

15.

Unless all bids are rejected, the award should be made by written notice within the time
specified for acceptance in the bid or extension thereof. The award should be made to
that responsible bidder whasbid, conforming to the IFB, will be most advantageous to
SRTA, price and other factors considered. Determination of the lowest bidder must
include the bid amount that includes all options that may be awarded. If the option bid
amounts are not used to detmine the low bidder, such options, if exercised, will need
to be justified as a sole source. The award should not be made until the protest period
has ended and all required SRTA approvals have been obtained. All unsuccessful bidders
should be sent a nate of intent to award as soon as possible in order to start the clock
running on the protest period.

Responsible BidddReasonableness of Price

Before awarding the contract, Project Manager, with the assistance of technical staff or
consultants, should etermine that prospective contractor is responsible and that the
prices offered are reasonable. These determinations should be made in light of all
prevailing circumstances.
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16. Discounts

Prior to issuing an IFB (except one for construction), a determimatmuld be made
to establish the minimum period for prompt payment discounts to be considered in the
evaluation. The minimum period should be stated in the IFB.

17. Delay of Award

If, after bid opening, administrative problems threaten to delay award beyied
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period. This request must be made and confirmed in writing prior to the expiration of

their bids (with the consent of sureties, if any) to avoid the need feadeerisement.

18. Information to Bidders

When the award is made to other than the apparent low bidder, the Project Manager
should promptly notify the unsuccessful lower bidders. The notification should state
the reason for rejection of their bid. In addition, matation that an award has been
made to another firm should be given immediately to all unsuccessful bidders.

19. Technical Evaluation Memorandum

A recommendation memo should be prepared for each IFB procurement. The
recommendation memo should includecartifying statement confirming that the low
bidder is acceptable with respect to the technical specifications of the IFB. It should be
prepared by the Project Manager in cooperation with the Chief Fiscal Officer to ensure
that the apparent low bidder isechnically responsive. The memorandum should be
supported by documentation and placed in the contract file. Any-8&TA employee
involved in evaluating bidders or bids will be given SRTA Evaluator Guidelines and fill
out a Declaration Concerning Conflitds Evaluators.

20. Protests

Protest procedures shall be included in the IFB.

Appendices

Procurement Requisition Form (Appendix 2)

Standard of Conduct Policy (Appendix 3)

Method of Procurement Selection Form (Appendix 10)

Responsive Bidder/Proposer ChecKistRFP/RFQ (Appendix 11)

Bid Summary (Appendix 12)

Evaluator (Consultant/Contractor Evaluation Committee) Guidelines (Appendix 7)
Declaration Concerning Conflicts for Evaluators (Appendix 8)

Notice of Intent to Award (Appendix 16)
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1 Recommendation for th&election of a Contractor Memo Template (Appendix 6)
1 PostAward Notice to Unsuccessful Proposers (Appendix 21)
1 Major Construction Procurement (MCP) Checklist (Appendix 38)

2.35.020.023F PROCUREMENT BY COMPETITIVE PROPOSAL FOR SERVICES OTHER THAN
ARCHITECTURAL AND ENGINEERING ($5,000 and above)

A. When the project or operating budget or ICE determines that the value of the services to
be procured exceeds $5,000 and the Method of Procurement Selection (MOPS) Form
indicates this method isppropriate, the RFP method should be used. This competitive
proposal method of procurement is normally conducted with more than one source
submitting an offer (i.e., proposal). Either a fixedce or costreimbursement type contract
is awarded. This metd of procurement is generally used when conditions are not
appropriate for the use of sealed bids. If this procurement method is used the following
requirements apply:

1. RFPswill be publicized. All evaluation factors will be identified along with thegtirveel
importance.

2. Proposals should be solicited from an adequate number of qualified sources.

3. The RFP will define the method for conducting technical evaluations of the proposals
received and for selecting awardees.

4.  Awards will be made to the responsiblet whose proposal is most advantageous to
SRTA with the price and other factors considered, which is sometimes referred to as
best value, as reflected in the scoring criteria.

5. The RFP solicitation is publicized, and proposals are requested from a nuimber o
sources. Negotiations may be conducted with one or more of the sources submitting
offers and a fixegbrice or costreimbursement type (that identifies specific rates of
compensation) of the contract is awarded, as appropriate. When the RFP is used, the
following procedures apply:

a. A technical and a cost proposal should be solicited from an adequate number of
gualified sources to permit reasonable competition consistent with the nature and
requirements of the procurement. The RFP should be publicized eapeksts for
the solicitation by other potential sources as a result of the advertisement should
be honored to the maximum extent practicable. The objective is to promote full
and open competition.

b. Care should be exercised to avoid providing any informatoan offeror which
would give them a competitive advantage. From the time the solicitation is being
prepared to the time of contract negotiations, only the Executive Director, or
designee, should have contact with potential or actual proposers in order t
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reduce the likelihood of an unfair advantage in the competitive process. All
guestions should be answered in writing only.

. The RFP should disclose a ceiling price or budget range.

. The RFP should identify all significant evaluation factors (criteria) and
corresponding point value for each evaluating factor. If a -step RFP
procurement method is used, SRTA will identify a shisteéd group of proposers
within the competitive range for the highestoring offerors in the first step based

on proposal evalating factors that include a price. Then, the shiisted group of
proposers will be invited to participate in the second step of the competitive
process. More details on the twstep process can be found below. A estep

RFP is used when obtaining a tfied consultant at the lowest price is the primary
objective. In order to successfully perform the work, the consultant does not need
to be the most qualified competitor. Such an RFP is used when the services are
routine. A twastep RFP is used when oltiag the most qualified consultant is

the primary objective. Price is a significant factor in the selection, but obtaining
the lowest price is not the primary objective. Such an RFP is used when the
services requested are not routine and are complex ghlyi specialized. SRTA
may elect to negotiate with the highestoring shordisted offeror based on
proposal evaluating factors alone, including price, and forgo interviews if SRTA has
sufficient information to determine that the offeror provides the bestlue to
SRTA and the interview process is unnecessary.

. Determination of which proposal will provide the best value to SRTA when the
solicitation includes options that may be awarded must show documented
inclusion of the options in the evaluation and swlen process. If the optional
work is not used to determine the best value proposal, such options, if exercised,
will need to be justified as a sole source.

SRTA may elect to conduct interviews with all responsible offerors who submit
proposals within a@mpetitive range, with price and other factors considered.

. Upon selection of the most qualified offeror, SRTA may elect to conduct
negotiations with one or more offerors in the competitive range. During the
negotiation process, the offeror(s) will be giveeasonable opportunity (with a
common cutoff date) to support, clarify, correct, improve, or revise its/their
proposal(s).

. Unsuccessful offerors should be notified at the earliest practicable time that their
offer is no longer being considered for awaképon written request, unsuccessful
offerors should be informed (in general terms only) of the reasons for not being
awarded a contract, but this should not be done until after the contract has been
executed with the awarded consultant in order to preserthe competitive
process. After award of a contract, a debrief for the unsuccessful offerors may
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occur. Before, during, and after contract award, staff should take care to avoid
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i. The award shald be made to the responsible offeror whose proposal will be most
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proposal, experience, etc.).

6. Solicitation of Proposal

a. Knowledge of the product or service and its use is essential to sound pricing. The
Project Manager should develop an ICE of the proper price level or value of the
product or service to be purchased. For goods, such estimates miagdeel on a
physical inspection of the product and review of such items as drawings,
specifications, and prior procurement data.

b. Selection of qualified sources for solicitation of proposals is basic to sound prices.
Proposals should be invited from a saiint number of competent sources to
ensure adequate competition.

c. Failure to determine requirements in sufficient time to allow a reasonable period
for preparation of RFP, preparation of quotations, contract negotiation and
preparation, and adequate leadne for performance may cause delays in
deliveries and increased prices. Requirements issued on an urgent basis or with
unrealistic delivery schedules should be avoided since they generally increase
prices or restrict desired competition.

d. The RFP should otin sufficient information to enable a prospective offeror to
properly prepare a proposal. The RFP should be as complete as possible with
respect to:

i.  item description and/or SOW;

ii. specifications;

iii. buyer furnished property, if any;

iv. required delivery schedule;

V. general provisions;

vi. special provisions;

vil. cost and pricing data requirements;

viii. contract clauses (standard or special);
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ix. experience and technical experience;
X.  project organization and key personnel
xi. duration of the agreement;

xii. payment method (selection of which is documented in a Contract Payment
Type Selection Form);

xiii. project schedule; and
xiv. any U/DBE requirements.

e. RFPs should specify a date and time for submissiprogiosals. Any extension of
time should be granted uniformly to all prospective offerors. Each RFP should be
available to all prospective offerors at the same time, and no offeror should be
given the advantage of advance knowledge regarding SOW detaisbration
factors that could affect the competitive process.

Addenda to the RFP

If after issuance of the RFP, but before the time set for the proposal deadline, it
becomes necessary to make changes or corrections in quantities, specifications, delivery
sdhedules, opening dates, etc., or to correct a defective or ambiguous language, the
changes will be accomplished by issuance of an addendum at least 72 hours before
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original RFP recipients. Before amending an RFP, the period of time remaining until the
proposal deadline and the possible need to extend this period should be considered
and, if necessary, confirmed in the addendum. Any information given to one proposer
shouldbe furnished promptly to all other prospective proposers as an addendum. No
award should be made unless the addendum has been issued in sufficient time to permit
all prospective sufficient time to submit or modify their proposals. In this regard,
changesa® DBE goals or requirements that may require additional time for proposers to
conduct a good faith effort to locate DBE firms will be considered in determining
whether an extension of the deadline is needed.

PreProposal Meeting

A preproposal meeting mape used as a means of briefing prospective offerors and
explaining to them complicated specifications and requirements, including U/DBE
information, goals, and documentation as early as possible after the solicitation has
been issued and before the propdsare due. The prproposal meeting should not be
used as a substitute for amending a defective or ambiguous solicitation. After-a pre
proposal meeting is held, questi@and-answer notes should be taken and posted on
the website. If a modification is proged as a result of the pygroposal meeting, such
modifications should be made through a formal addendum and not through the
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10.

questionand-answer notes. A list of interested small and U/DBE firms should be
prepared and posted within three days after theegaroposal meeting on SRTA website
to assist contractors and subcontractors in locating each other to potentially partner on
the project.

Evaluation Committee

Evaluation of proposals should be conducted by one or more committees of technically
qualified personnel concerned with the procurement and should include at least one
non-SRTA staff member. All nataff members must receive the evaluation committee
guidelines and complete a declaration concerning conflicts of Interest before taking part
in the evaliation. Selection of evaluation committee members should be approved by
the Executive Director. Evaluation Committee members will evaluate and provide their
individual ratings of the technical component of the proposals. The Project Manager
will analyze he cost proposals and provide the analyses to the Evaluation Committee
members. If an Evaluation Committee member prepared the Independent Cost
Proposal, he/she should not take the lead in negotiations but may assist SRTA Staff in
preparing the negotiatiorstrategy.

Selection of Offerors for Negotiation and Award

The objective of contract negotiation is to obtain complete agreement on all the basic
issues. Oral discussion or written communication should be conducted with offerors, to
the extent necessaryo resolve uncertainties relating to the technical and nontechnical
issues. Basic questions should be resolved when they arise and not be left for the later
agreement during subsequent proceedings.

Proposals will be evaluated, negotiated, selected andamgrd made in accordance

with the criteria and procedures described below. The approach and procedures are
those that are applicable to a competitive negotiated procurement whereby proposals
are evaluated to determine which proposals are within a competitange. Discussions

and negotiations may then be carried out with offerors within the competitive range
after which best and final offers (BAFOs) may be requested. However, SRTA may select
a proposal for the award without any discussions or negotiatiensequest for any
BAFO(s). Subject to SRTA's right to reject any or all proposals, the offeror will be selected
whose proposal is found to be most advantageous to SRTA. Proposals will be evaluated,
negotiated, selected and any award made in accordancth whe criteria and
procedures included in the RFP. Proposals may not be evaluated on the basis of criteria
that were not included in the RFP. After receipt of initial proposals, written or oral
discussion may be conducted with all responsible offerors womitted proposals

within a competitive range, price and other factors considered. Exceptions to this
requirement are:

a. procurements in which rates or prices are fixed by law or regulation; and
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b. procurements in which it can be clearly demonstrated (frone tbxistence of
adequate competition or accurate prior cost experience with the product or service)
that acceptance of the most favorable initial proposal without discussion would
result in a fair and reasonable price. In such procurements the RFPs mtashcan
notice that award may be made without discussion of proposals received and that
proposals should be submitted initially on the most favorable terms possible from a
price and technical standpoint. When there is uncertainty, however, as to the pricing
or technical aspects of any proposal, the Project Manager should not make award
without further exploration and discussion. When the Project Manager deems a
proposal to be the most favorable and that proposal involves a material departure
from the requirements stated in the RFP, all offerors should be given an opportunity
to submit new proposals on a basis comparable to that of the offeror tentatively
selected.

11. Confidentiality of Negotiations

In competitive negotiations, offerors should not be given al@ OF G A2y 2F | &
price that must be met to ensure further consideration for contract award. Such practice
constitutes an auction technique that may violate the integrity of the procurement
process and must be avoided. Additionally, the RFP boilerpgabuld state that
proposals (minus the cost proposal/estimate until the time of award) will not be treated
as confidential documents unless they are marked as such by the bidder/offeror and the
bidder/offeror is able to demonstrate the documents contdire type of information
protected by law as confidential or trade secret. Large portions of proposals are typically
public records. They should not, however, be released during the procurement or
contract negotiation process without the approval of the &xéve Director in
consultation with Legal Counsel.

12. Opening of Proposals
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evaluations related to costs will be kept strictly confidential throughout the evaluation,
negotiation, and selection process. Only the members of the evaluation committee and

SRTA officials, employees and agents having a legitimate interest will be provided access

to the cost proposals and cost evaluation results during this period.

13. Negotiations

All negotiated procurements over $5,000 must have a documented RON that
establishes that staff made the effort to obtain the best price for SRTA for the goods or
services with price, quality, level of effort, and other relevant factors taken into
consideraion. A template exists for documenting the RON. The Project Manager or
Chief Fiscal Officer should take the lead on preparing the RON when he/she leads the
contract negotiations if he/she did not take the lead on preparing the ICE. The Project
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14.

15.

Manager isresponsible for documenting negotiations in the RON or in other records
when it takes the lead on the contract negotiations.

Protests
Protest procedures shall be included in the RFP.
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a. Notice of the professional services required should be published at least once in a
newspaper of general circulation in the county and in community newspapers, as
appropriate, at least threeveeks before the proposal due date. For federally funded
projects, notice also should be published in one or more minority newspapers in the
county. The notice should state that SRTA is interested in receiving responses from
qualified firms and indicate o additional information can be obtained and the
time and place for receiving responses.

b. Notice also should be sent to firms or individuals known to be interested in providing
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interested party lists and to appropriate DBE firms or individuals registered with
SRTA.

c. The RFP should include:

I. Pass/fail criteria to be used as an initial screening of responses. Such criteria
should include, but not be limited to, insurance requiremts, licensing, and any
other consideration which would make the proposer ineligible to perform the
work.

ii. Evaluation factors.

iii. Any standard contract language that the successful offeror will be required to
comply with, including all applicable fedhl clauses and certifications.

d. Responses to an RFP shall list all proposeétenbultants and subcontractors, their
area of the work and certified U/DBESs. A cost proposal shall be submitted along with
the technical proposal and will be used as an eu#bmafactor by the evaluation
committee.

e. The Project Manager will document the receipt of all proposals. A-&ntkdate
stamp shall be kept at the desks of the receptionists and administrative staff
handling mail, and these staff members shall be inseddb place a timeand-date
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disqualified for being submitted to SRTA after the deadline for proposals or
statements of qualification will be stated in the solicitation document.
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The responses should be evaluated by an evaluation committee appointed by the
Project Manager with the approval of the Executive Director. The evaluation
committee should consist of SRTA staff and should include at least one person from
outside the agency Care should be taken to avoid using direct supervisors as the
sole staff scoring evaluators. Additional staff members/advisers, who do not
participate in scoring, may sit in on evaluation panels if needed to provide expertise.

. The firm(s) that are dewed responsible and responsive and who receive the highest
scores will be shotfisted. Shortlisted proposers should be sent a notice to short
listed proposers and those who have not made the shisttshould be sent a notice

to proposers not making thehortlist. This notice will trigger the protest period.

. The topranked firm(s) may then be interviewed, if deemed necessary. The final list
of qualified firms shall be based on the response to the RFP references, the
interview, and other relevant factorg.he Project Manager should summarize the
findings of the evaluation committee in a recommendation memo to the Executive
SANBOG2NY ¢KS YSY2 &aK2dzZ R Ay Of dzRS GKS
for negotiations with one or more firms in the competitixenge.

The Executive Director will approve or reject the recommendation based upon
information provided by the evaluation committee and other factors as deemed
appropriate, including, but not limited to, qualifications, ability to meet schedule

and budget,cost of work, and meeting insurance requirements. The Executive
Director also may interview one or more of the firms prior to making a selection.

Approval by the Executive Director of the recommendation shall be deemed
approval to enter into negotiationwith one or more firms in the competitive range.
After one or more offerors are selected for contract negotiations, they should be
sent a notice of intent to award. This notice is not a commitment by SRTA to award
a contract; it is just noticed that SRTteinds to negotiate. At this stage, any
necessary certificates of insurance should be requested from offerors with whom
SRTA will negotiate. Proposers who are not selected for negotiation should be sent
a notice of intent to enter negotiations with anotheonsultant in order to trigger
their protest period. A contract should not be finalized until a sufficient number of
days have passed from the time the notice of intent to enter negotiations with
another proposer is sent to the unsuccessful proposerstHerprotest period to
have expired.

. The cost proposals from the firm(s) in the competitive range should be used as a
basis for negotiation. Negotiations will be conducted by the Project Manager and
the Executive Director and can include factors in additmcost, such as staffing
levels, project schedule, etc. If negotiations are conducted with more than one firm
in the competitive range, then staff attempt to obtain the most favorable terms by
negotiating with all of the firms. Should negotiations fdie Executive Director may
issue a BAFO to the qualified firms. Once negotiations are complete, a contract

126



incorporating the negotiated terms and conditions will be prepared for the approval
of the Executive Director or his/her designee. A gamstird noti@ should be sent to

all of the unsuccessful firms at this point in time to notify them that a final selection
has been made and trigger their protest period.

16. For services that have a very explicit SOW containing detailed, stfaigidrd
specifications that will allow consistent responses and offerors can be considered
qualified or not qualified based on predetermined criteria, the do IFB process may
instead be used. The Chief Fiscal Officer can assist the Project Manager in determining
whether the ndure of any of the services is appropriate for using this-lbd/process.

17. The cost must be used as a factor in evaluating all proposals for services pursuant to this
section.

18. As mentioned above, if desiredgall 652/ @ S f selecii process may be followed,
as follows:

a. Requests for information/letters of interest/statements of qualifications
(RFIs/LOIs/SOQs) may be solicited from the current SRTiAeovendor database
and any other applicable list, for the particular Sees specialty.

b. Notice of the professional services required should be published at least once in a
newspaper of general circulation in the county and in one or more minority
newspapers in the county at least three weeks before the proposal due date. The
notice should state that SRTA is interested in receiving RFIs/LOIS/SOQs from
qualified firms, indicate how additional information can be obtained, and indicate
the time and place for receiving responses.

c. An RFI or RFP may be sent to firms or individuaigigusly known to be interested
in or capable of providing the required services. Reasonable effort should be made
to send requests to minority firms known to be capable of providing the required
services.

A

d atFaakFlFAfé ONIGSNIand dearly stated 8 thSRFB/REPTtAA &4 K S F
be used as a screening of responses for responsiveness to the RFP/RFP. Such criteria
may include but are not limited to, adherence to project budget, insurance
requirements, and DBE compliance (if DBE is applicable).

e. An evaluation committee will be formed by the Project Manager with the approval
of the Executive Director, which should consist of SRTA staff and should include at
least one person from outside the agency.

f. The evaluation committee will evaluate the techaicomponent of the SOQs, and
the Project Manager will analyze the cost proposals and provide the analyses to the
evaluation committee members. The Project Manager should prepare a
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recommendation memo to the Executive Director summarizing the evaluation
2YYAGGSSQa FTAYRAYIA YR NBO2YYSYRAY3I 2y
to receive an RFP. The firm(s) in the competitive range that is deemed responsible

and responsive will be shalisted. Shodlisted proposers should be sent a notice

and thosewho have not made the shotfist should be sent a notice of failure to

make the shorlist. Following approval by the Executive Director or designee, the

Project Manager may then issue the final version of the RFP to the qualified firm(s).

g. From this point the steps above for a orenvelope procurement should be
followed.

Appendices

Procurement Requisition Form (Appendix 2)

Standard of Conduct Policy (Appendix 3)

Method of Procurement Selection Form (Appendix 10)

Contract Payment Type Selection Form (Ampei30)

Independent Cost Estimate Scope of Work, Summary and Staffing Plan (Appendix 24)
Evaluator (Consultant/Contractor Evaluation Committee) Guidelines (Appendix 7)
Declaration Concerning Conflicts for Evaluators (Appendix 8)

Responsive Bidder/Propos€hecklist for RFP/RFQ (Appendix 11)

Subconsultant List (Appendix 13)

Notice to ShorlListed Proposers (Appendix 18)

Notice to Proposers Not Making Shduist (Appendix 19)

Request for Cost Proposal (Appendix 20)

Notice of Intent to EnteNegotiations with Another Proposer (Appendix 17)

Record of Negotiation (Appendix 27)

Notice of Intent to AwardAppendix 16b)

Recommendation for the Selection of a Contractor Memo Template (Appendix 6)
PostAward Notice to Unsccessful Proposers (Appendix 21)
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2.35.020.023G PROCUREMENT OF A&E SERVICES BY SIMPLIFIED ACQUISITION PROCEDURE!
- ($250,000 OR LES®)nly appropriate for procurements using direct federal payments to

SRTA.

Refer to Caltrans Local Assistance ProcedMiasual, Chapter 10.

2.35.020.023H PROCUREMENT OF A&E SERVICES

A. The procedures outlined in this section relate to contracts with engineering firms to
perform architectural and engineering related work. It is based on the Brooks Act when
federal fundng is utilized and on the California Miarooks Act whether or not federal
funds are used. Rather than selection based on price, the Act provides for selection based
on professional qualifications and experience, followed by negotiation with the most
qudlified firm of a price that is fair and reasonable to the government.
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SRTA will use competitive proposal procedures based on the Brooks Act and California
Mini-Brooks Act when contracting for A&E services as defined in 40 U.S.C. 8541 and
California Govemment Code 4525, as documented in a Method of Procurement
Selection Form. Board consent in a public meeting may also be required if the
procurement is of the type and amount the Board has directed that staff bring it for
pre-procurement and/or precontractng approval. Although the price is not an
evaluation criterion, an ICE must be prepared before the RFQ is issued for A&E Services.
Types of services considered A&E services include environmental, program
management, construction management, feasibilitydas, preliminary engineering,
design, surveying, mapping, and services which require performance by a registered or
licensed architect or engineer. The Brooks Act requires that:
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b. Price be excluded as an evaluatiactor;
c. Negotiations are conducted with only the most qualified offer or; and

d. Failing agreement on price, negotiations with the next most qualified offer or
should be conducted until a contract award can be made to the most qualified offer
or whose pricas fair and reasonable to the grantee.

Separately bound or sealed cost proposals should be submitted as part of the process
and should not be opened until after the evaluation committee has ranked the
proposers. Cost proposals should be excluded as aluai@n factor and will only be

used by the Executive Director or his/her designee when negotiating within the
prescribed budget, except as may be otherwise provided in this manual.

The separately submitted cost proposal should be used as a basiedotiation.
Negotiations will be conducted by the Executive Director or his/her designee and can
include factors other than cost, such as staffing levels, project schedule, etc. The party
who prepared the original IC or Cost Analysis may participateeipitbparation of the
negotiation plan but should not lead the negotiations. Should negotiations fail, the
Executive Director, or his/her designee, will enter into negotiations with the next ranked
firm. Once negotiations are complete, a contract incorpomgtthe negotiated terms

and conditions will be prepared for the approval of the Executive Director or his/her
designee. Only the cost proposal of the firm(s) in negotiations should be opened. At the
end of the process, all unopened cost proposals shoeldlisposed of unopened or
returned to the offeror.

All provisions of Section 2.35.020.023F (Procurement by Competitive Proposal for
Services Other Than A&E with a value greater than $5,000) of this manual applicable to
RFQs, which are not in conflict withis Section will be used for A&E procurements.
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5. Audits and Indirect Costs. The following requirements apply to a-fiarty contract for
A&E services:

a. Performance of Audits. The thigharty contract or subcontract must be performed
and audited in compliate with Federal Acquisition Regulation (FAR) Part 31 cost
principles.

b. Indirect Cost Rates. SRTA, the contractor, its subcontractors must accept FAR
indirect cost rates for ongear applicable accounting periods established by a
cognizant federal or stateoyernment agency, if those rates are not currently under
dispute.

c. ! LILX AOIFGA2Y 2F whkiaSaod ' FGSNI I FTANNQA
those rates will apply for purposes of contract estimation, negotiation,
administration, reporting, anghayments, not limited by administrative or de facto
ceilings.

d. Prenotification ¢ Confidentiality of Data. Before requesting or using cost or rate
data, SRTA should notify the affected firm(s) that their data will be kept confidential
and may not be accede by or provided by the group of agencies that share cost
data, except by written permission of the audited firm. If prohibited by law, that
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Records Act may make itfficult to maintain confidential cost or rate data. As a
result, before requesting or using cost or rate data, SRTA should notify the affected
firm that its cost or rate data may be subject to disclosure and should try to obtain
permission to provide thatlata from the firm if SRTA receives a public record
request for these records under applicable California law.

6. All procurements must have a documented RON that establishes that the Project
Manager made the effort to obtain the best price for SRTA fogtiws or services with
quality, level of effort, and other relevant factors taken into consideration. A template
exists for documenting the RON for task orders. The Project Manager is responsible for
documenting the RON in other records when a templatsoisused.

7. Protest procedures should be included in the RFQ.

Appendices

Method of Procurement ForrfAppendix 10)

Contract Payment Type Selection Form (Appendix 30)

Independent Cost Estimate Scope of Work, Summary and Staffing Plan (Appendix 24)
Evaluator (Consultant/Contractor Evaluation Committee) Guidelines (Appendix 7)
Declaration Concerning Conflidts EvaluatorgAppendix 8)

Responsive Bidder/Proposer ChecKistRFQAppendix 11)

Subconsultant List (Appendix 13)
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Notice to ShorListed Poposers (Appendix 18)

Notice to Proposers Not Making Shduist (Appendix 19)

Request for Cost Proposal (Appendix 20)

Notice of Intent to Enter Negotiations with Another Proposer (Appendix 17)
Record of Negotiation (Appendix 27)

Notice of Intent toAward (Appendix 16b)

PostAward Noticego Unsuccessful Proposef&ppendix 21)

2.35.020.023+ AUDIT REQUIREMENTS FOR A&E SERVICES

A.

There are very strict Caltrans audit requirements associated with the procurement of A&E
services. Sections 10.1 and 1®@P the Caltrans Local Assistance Procedures Manual
provides the most current guidance on the subject.

Resource(s)

T

Caltrans Local Assistance Procedures Manual, Sections 10.1 and 10.2

2.35.020.0233 PROCUREMENT BY NONCOMPETITIVE PROPOSALS (SOLE SEBURCE) WI
CALTRANS OR FEDERAL FUNDS Including Indirect Funds

A.

When SRTA requires supplies or services available from only one responsible source and no
other supplies or services will satisfy its requirements, SRTA may make a sole source award
following documetation of adequate justification. When SRTA requires an existing
contractor to make a change to its contract that is beyond the scope of that contract, it may
be a sole source award that must be justified. SRTA staff should work with the Project
Manager todetermine if a particular contract amendment could be considered a sole
source. A sole source cannot be justified when the need for the sole source is due to either
a failure to plan or a lack of advance planning or due to concerns about the amount of
assstance available to support the procurement (for example, expiration of federal
assistance available for the award). Board consent in a public meeting may also be required
if the procurement meets prelesignated thresholds. Procurement via the limited geo
procurement method described in Section 2.35.020.023L also should be explored prior to
utilizing the sole source method. The following requirements apply to a sole source
procurement that falls within the parameters of this section:

1. A cost analysis (i.everifying the proposed cost data, the projections of the data, and
the evaluation of the specific elements of costs and profit (ICE), is required.

2. The Project Manager should not commence a sole source unless the Method of
Procurement Selection Form imdites a sole source is appropriate and the
procurement requisition includes a sole source approval form that:

a. justifies the use of such actions in writing based on one or more of the justifications
permitted by the federal funding agency(ies);
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b. certifies the accuracy and completeness of the justification; and
c. approval by the Executive Director is received.

3. The Project Manager is responsible for providing and certifying as accurate and
complete necessary data to support his/her recommendation &anoncompetitive
procurement.

4. The sole source justification form must accompany each procurement requisition
requesting a sole source procurement.

5. When the acquisition will be paid for in whole or in part by federal funds, one of the
following conditionamust be met:

a. Stalff solicited competitive bids and was unable to obtain a responsive bidder.

b. The grantor agency providing the federal funds has approved sole source
procurement.

c. The service is only available from a single source because the contractbe will
required to use confidential information, intellectual property, or trade secrets
owned by the contractor.
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use of a particular team of contractors, and the contractor to de-sourced is one
of the team members identified in the funding application.

e. The work is necessary to continue the development or production of highly
specialized equipment or components thereof, and it is likely that award to another
contractor would resli in substantial duplication of costs that are not expected to
be recovered through competition or when it is likely that award to another
O2y (NI OG2NJ) g2dzf R NBadzZ i Ay dzyl OOSLIilof S

f. The sole source is authorized by statube,only one contractor can comply with
specific statutory requirements.

g. A national emergency exists, and a particular facility or contractor is needed to
achieve mobilization.

h. ¢tKS RAAOf24dz2NE 2F {we¢! QF ySSRaA Ay | LJdzo €
national security.
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dispute, claim, or litigation.
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j.  Competitive procurement is precluded by the terms of an international agreement
or treaty or the written directions of afeign government providing reimbursement
for the cost of the supplies or services.

k. To establish or maintain an educational or other nonprofit institution or a federally
funded research and development center that has or will have essential engineering,
research, or development capability.

6. All procurements over $5,000 must have a documented RON that establishes that
the Project Manager made the effort to obtain the best price for SRTA for the goods
or services with quality, level of effort, and other relevafactors taken into
consideration. The Project Manager is responsible for documenting the RON when it
takes the lead on the negotiations, and the Project Manager is responsible for the
RON if he/she takes the lead on negotiating with the contractor.

7. Solesource procurements require approval by the Executive Director.

Appendices

1 Procurement Requisition Form (Appendix 2)

1 Method of Procurement Selection Form (Appendix 10)

1 Sole Source Approval Form (Appendix 1)

1 Record of Negotiation (Appendix 27)

2.35.020.023k PROCUREMENT BY NONCOMPETITIVE PROPOSALS (SOLE SOURCE) WITHOUT
FEDERAL FUNDS

A. Regardless of funding, sole source procurements are accomplished through solicitation or
acceptance of a proposal from only one source. A contract amendmeritaorge order
that is not within the scope of the original contract also is considered a sole source
procurement that must comply with this section. A sole source cannot be justified when
the need for the sole source is due to either a failure to plan ack bf advance planning,
or due to concerns about the amount of assistance available to support the procurement
(for example, expiration of funding assistance available for the award). Board consent in a
public meeting may also be required if the procurerhés of the type and amount the
Board has directed that staff bring it for ppgocurement and/or precontracting approval.
SRTA staff should work with the Project Manager to determine if a particular contract
amendment could be considered a sole sour&ocurement via the limited scope
procurement method described in Section 2.35.020.023L also should be explored prior to
utilizing the sole source method.

1. When there are no federal funds involved, one of the following additional factors may
be utilizedto justify a sole source acquisition in addition to the factors in Section
2.35.020.023J:
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a. Only one (1) contractor/consultant/vendor who can provide unique/highly
specialized item/ service.

b. Economy or efficiency supports award to existing contractor/coastilas a logical
follow-on to work already in progress under a competitively awarded contract.

c. Costto prepare for a competitive procurement exceeds the cost of the work or item.
d. The item is an integral repair part or accessory compatible with existinigmeeunt.
e. The item or service is essential in maintaining research or operational continuity.

f. The item/service is one with which staff members who will use the item/service
have specialized training and/or expertise and retraining would incur a substantial
cost in time and/or money.

2. A cost analysis (i.e., verifying the proposed cost data, the projections of the data, and
the evaluation of the specific elements of costs and profit (ICE) is required.

3. The Project Manager should not commengencompetitive negotiations unless a
Method of Procurement Selection Form indicates a sole source is needed and the
procurement requisition includes a sole source approval form that:

a. justifies the use of such actions in writing;
b. certifies the accuracy ancbmpleteness of the justification; and
c. approval by the Executive Director.

4. The Project Manager is responsible for providing and certifying as accurate and
complete necessary data to support their recommendation for noncompetitive
procurements.

5. All procurements must have a documented RON that establishes that staff made the
effort to obtain the best price for SRTA for the goods or services with quality, level of
effort, and other relevant factors taken into consideration. A template exists for
documenting the RON for task orders. The Project Manager is responsible for
documenting the RON when it takes the lead on the negotiations, and the Project
Manager is responsible for the RON if he/she takes the lead on negotiating with the
contractor.

6. The sole sourceapproval form must accompany each procurement requisition
requesting a sole source procurement.

Appendices
1 Procurement Requisition Form (Appendix 2)
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1 Method of Procurement Selection Form (Appendix 10)
1 Sole Source Approval Form (Appendix 1)
1 Record of Negadition (Appendix 27)

2.35.020.023L PROCUREMENT BY LIMITED COMPETITION

A. Generally, SRTA must provide for full and open competition in solicitations. The Common
Grant Rule for governmental recipients of federal funding, however, permits SRiftto
the number of sources from which it solicits bids or proposals when SRTA has such an
unusual and urgent need for the property or services that it would be seriously injured
unless it were permitted to limit the solicitation. A limited competition puoement cannot
be justified when the need for foregoing the full and open competition requirement is due
to either a failure to plan or a lack of advance planning or due to concerns about the amount
of assistance available to support the procurement @xample, expiration of federal
assistance available for the award). Only under certain circumstances can SRTA conduct a
procurement using limited competition requirements. A small purchase procurement
procedure in which only three quotes are sought on artdr time frame could be used
even for a procurement exceeding the normally applicable thresholds if a justification for
limited competition exists. Prior consultation with the Project Manager is required in order
to utilize a limited competition procureent method. The justifications in Sections
2.23.020.023J and 2.23.020.023K may be sufficient. Additionally, one of the justifications
below may be sufficient.

1. Documentation is provided establishing that full and open competition in connection
with a partialar acquisition is not in the public interest.

2. Documentation is provided establishing that an unusual and urgent need for the
services exists and SRTA would be seriously injured unless it is permitted to limit the
competition.

3. Documentation is provided &ablishing that public exigency or emergency will not
permit a delay resulting from a full formal competitive procurement for the supplies or
services.
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protest, disqute, claim, or litigation.

a. The Project Manager should not commence a limited competition procurement
unless the procurement requisition justifies the use of limited competition,
certifies the accuracy and completeness of the justification, and is apptoyed
department director or higher level of authority. The Project Manager is
responsible for providing and certifying as accurate and complete necessary data
to support the recommendation for limited competition procurements.
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b. The limited competition requ& form must accompany each procurement
requisition requesting this kind of procurement.

c. All procurements over the small procurement threshold must have a documented
RON that establishes that the Project Manager made the effort to obtain the best
price for SRTA for the goods or services with quality, level of effort, and other
relevant factors taken into consideration. A template exists for documenting the
RON for task orders. The Project Manager is responsible for documenting the RON
when he/she takes théead on the negotiations, and the Chief Fiscal Officer is
responsible for the RON if he/she takes the lead on negotiating with the
contractor.

5.  Limited competition procurements require approval by the Executive Director.

Appendices

1 ProcurementRequisition Form (Appendix 2)
1 Limited Competition Approval Form (Appendix 25)
1 Record of Negotiation (Appendix 27)

2.35.020.023M OPTIONS

A. In compliance with FTA Circular 4220.1F, options must be evaluated as part of the price
evaluation of offers befa the award is made on Fodnded procurements if an option
will be included in the solicitation and contract. An option is a unilateral right in a contract
by which, for a specified time, SRTA may elect to purchase additional equipment, supplies,
or servces called for by the contract or may elect to extend the term of the contract. If SRTA
chooses to use options, the requirements below apply:

1. 9@t dzr GA2Y 2F hLIIA2YyAaY ¢KS 2LJA2Y ljdzZ yaad
bid or offer must be evalued in order to determine the contract award. When options
have not been evaluated as part of the award, the exercise of such options will be
considered a sole source procurement.

2. Exercise of Options

a. The Chief Fiscal Officer and the Project Managert msure that the exercise of
an option is in accordance with the terms and conditions of the option stated in
the initial contract awarded.

b. An option may not be exercised unless the Project Manager has determined that
the option price is better thannces available in the market or that the option is
the more advantageous offer at the time the option is exercised.
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3.  The terms for the options and for the exercising of them should be defined in each
contract. For service contracts, the basic plus optierigrls should not exceed five
years unless a documented justification is approved by the Project Manager.

4.  The bid price form used in an IFB and the cost proposal form used in an RFP should
state that the option prices will be included in the total price éwvaluation purposes.

Appendices
§§ Sample Cost Proposal (Appendix 9)

2.35.020.023N CONTRACTS WITH OTHER GOVERNMENT AGENCIES

A. Pursuant to PCC 10340, three competitive bids are not required when the contract is with
departments or agencies of th®tate of California, local governmental entities, auxiliary
organizations of the California State University or Community College, foundations
organized to support the Board of Governors of the California Community Colleges or
auxiliary organizations of hStudent Aid Commission, established pursuant to the section
chpHH 2F GKS 9RdzOFGA2Yy [/ 2RS® {dzOK O2yiNY
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Appendices
 None

2.35.020.0230 USE OF ORALL MULIPLEAWARD PROCUREMENTS

A. When SRTA has a need to procure services within a particular genre, such as A&E, transit
planning, environmental, or legal services, but the specific project assistance that will be
needed from consultants is not known irsafficient amount of detail, an RFQ can be used
to select a shoHist of prequalified firms for a specific period of time. The procedure used
is similar to that of a twaenvelope RFQ procurement, for which more details are provided
in Section 2.35.020.0F30f this manual. In addition to those procedures, the following
additional items should be considered:

1. A determination of whether any applicable DBE goal should be set at the [master]
contract stage or at a later point in time when task orders are issuidlcheed to be
made prior to issuance of the RFQ. The Small Business Manager and Office of General
Counsel should be consulted for advice on DBE goals and the timing of DBE
documentation deadlines that will be applicable to proposers.

2. Within the RFQ, SRl need to identify the criteria that will be used to select from
among the firms on the oweall list and an omall consultant selection form including
those criteria will need to be prepared prior to issuance of each task order.
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Appendices

1 OncCall @nsultant Selection Form Sample (Appendix 28)

2.35.020.024 COST AND PRICE ANALYSIS

A. SRTA staff should perform a cost or price analysis in connegtibrevery procurement
action that will result in expenditure of fundsncluding contract modifications and
amendments that call for additional funds, sole sources, change orders, exercise of
options, use of a purchasing schedule or the piggybacking method and must be completed
prior to the procurement. The method and degree of analysis are dependent on the facts
surrounding the particular procurement situation, but as a starting point, the procurement
requisition originator must create an ICE before receiving bids, cost estimapespmsals.

1. Task Order Contracts. If the ICE prepared prior to the solicitation was sufficiently
detailed by task to allow a determination of the reasonableness of the price for a
particular task, an additional ICE may not be required. If, however, tet & detail in
the original ICE is insufficient or there is a reason to believe the amounts used in the
original ICE are no longer reasonable or accurate, an ICE should be compléted by
Project Manager considering the level of effort needed as welllaesr factors such as
direct materials needed before a cost estimate or proposal is requested from the
contractor in order to ensure the ICE is independently prepared and the Project
Manager has not relied on the contractor to determine the starting pdot
negotiations.

2. Cost Analysis. A cost analysis must be performed when the bidder is required to submit
the elements (i.e., Labor Hours, Overhead, Materials, etc.) of the estimated cost, e.g.,
under professional consulting and A&E services contréotest analysis will also be
necessary when adequate price competition is lacking and for sole source
procurements, limited competition procurements, and contract modifications or
change ordersunless price reasonableness can be established on the bastatdlog
or market price of a commercial product sold in substantial quantities to the general
public or on the basis of prices set by law or regulation.

3. Price Analysis. Price analysis may be used in all other instances to determine the
reasonableness dhe proposed contract price.

4. Profit/Fee. SRTA will negotiate profit/fee as a separate element of the price for each
contract in which there is no price competition and, in all cases, where cost analysis
should be performed, including amendments, task ey job orders, and change
orders. To establish a fair and reasonable profit, consideration will be given to the
complexity of the work to be performed, the risk borne by the contractor, the
O2y (NI OG2NDa Ay@gSadyYSyiaszx OrySfisracardpfpast2 ¥ & dz
performance, and industry profit rates in the surrounding geographical area for similar
work.
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Federal Cost Principles. Costs or prices based on estimated costs for contracts under
grants will be allowable only to the extent thabsts incurred, or cost estimates
included in negotiated prices are consistent with federal cost principles on federally
funded procurements.

Cost Plus Percentage of Cost Prohibited. The cost plus a percentage of cost and
percentage of construction cost riteds of contracting shall not be used on federally
funded procurements. This includes fixed mapgs on equipment rentals and
subcontractors. A maximum matip amount may be specified which should be
negotiated based upon the risk involved, level of symon needed, the complexity

of the work, and other factors. Documentation of this decision making should be
included in the contract file in each instance.

Establishing Indirect Cost Rates. For contracts other than A&E contracts that are
federally funded if the contractor or subcontractor does not have an approved
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determine how that rate is verified.

a. Contracts of $5 Million or Less. The audit recommendations of the can@abl &
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statement to their stockholders, shareholders, or owners, or examples of
acceptance of their rates by other governmental agencies within the last six
months may be amepted.

b. Contracts Exceeding $5 Million. The Defense Contract Audit Agency, another
federal cognizant audit agency, or an accounting firm approved by the federal
government to perform audits for the federal government, must verify the

Appendices
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1 Independent Cost Estimate (ICE) Justification for Small Procurements (Appendix 23a)
1 Cost Analysis Form (Appendix 33)
1 Price Analysis (Appendix 34)

2.35.020.025 BONDING REQUIREMENTS

A. For nonfederally funded construction or facilitynprovement contracts or subcontracts
less than $50,000 in value, bonding may be required at the discretion of the Executive
Director. For construction or facility improvement contracts or subcontracts exceeding
$100,000, it is the policy of SRTA to impthsEse minimum requirements:

1. A bid guarantee from each bidder equivalent to ten (10) percent of the bid price must
0S A&dadzsSR o6& | 02yRAYy3 O2YLIye& NBIAAIGSNSBI
consist of a firm commitment such as a bid bond executgdab admitted surety
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negotiable instrument accompanying a bid as assurance that the bidder will, upon
acceptance of his bid, execute such contractual documents as may beaggyithin

the time specified. A bid shall not be considered unless accompanied by one of the
F2NXa 2F OARRSNRa &aSOdz2NAGed hy GKS T Afd:
O2y UGN} OG> Ada OARRSNNA &aSOdNAGe atkel £t 085
0 ARRSNIDa &S Odzidd dhidlodebt, réspoSsivel dhdrsporsible bidders
until the contract has been finally executed. SRTA shall, upon request, return cash,
OFaKASNNna OKSOl1axX FyYyR OSNIAFTASR OKSO| a
GAUGKAY GSy 6mn0 RFEF@&a FFGSNI GKS O2y G NI O
no further effect.

> QX

A performance bond on the part of the contractor for at least 50 percent of the
contract amount for contracts without federal funds, 100 percehthe contract price

for federally funded contracts, or for such percentage as may be required by law or
FdzyRAy3a | 3SyOASad ! GLISNF2NXIyOS 02yRé¢ Aa
G2 aSOdzaNB GKS FdzZ FAf f YSy (idesdich ¢cofitrbct. 1 KS 02y (i

A payment bond on the part of the contractor. A payment bond is one executed in
connection with a contract to assure payment, as required by law, of all persons
supplying labor and material in the execution of the work provided for encibntract.

A payment bond in the amount of 100 percent of the contract price is required unless
the award is less than $100,000 or the Board grants a variance.

A cash deposit, certified check, or other negotiable instruments may be accepted by a
grantee n lieu of performance and payment bonds, provided the grantee has
established a procedure to assure that the interest of the grantor agency is adequately
protected.

At the discretion of the Project Manager and Chief Fiscal Officer, bonding of higher
limits than the minimum may be imposed if the project risk warrants such.

Appendices

1 Responsive Bidder/Proposer Checklist for RFP/RFQ (Appendix 11)

2.35.020.026 PAYMENT PROVISIONS IN THRRRTY CONTRACTS

A.

Advance Payments

1.

For nonfederally funded contracts, the use of advance payments is strongly
discouraged and will only be agreed to if no other option is available.

For federallyfunded contracts, the federal funding agencies do not authorize and will
not participate in funding payments to a coattor prior to the incurrence of costs by
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the contractor unless prior written concurrence is obtained from the federal funding
agency(ies).

3. Progress Payments. The risk associated with the use of progress payments is that SRTA
may make payment for contragtork that has not been completed. SRTA should only
use progress payments if the following conditions are met, as applicable:

a. The percentage of completion method for progress payments can only be used on
construction contracts if the procurement is FTAded.

b. Progress payments are only made to the contractor for costs incurred in the
performance of the contract.

c. SRTA obtains adequate security for the progress payments and has sufficient
written documentation to substantiate the work for which paymentaguested.
Adequate security may include taking title or obtaining a letter of credit or taking
SlidzZA @1 £ Syid YSIFadz2NBa (2 LINRPGSOG GKS NBOA
payment.

d. SRTA obtains sufficient documentation to demonstrate completiom@@mount
of work for which progress payments are made.

4. Pursuant to prompt payment provisions in state law, terms, and conditions in grants
to SRTA from state and federal agencies, and federal regulations applicable to
procurements with DBE requirementsayment is typically required by SRTA prime
contractors to their subcontractors within 15 days. SRTA monitors payments to DBE
subcontractors through the use of monthly progress reports from contractors.

Appendices

1 U/DBE &SB Monthly Participation Progrespdre(Appendix 14d)

2.35.020.02~ LIQUIDATED DAMAGES PROVISIONS

A.

SRTA may use liquidated damages if it may reasonably expect to suffer damages (increased
costs on the project involved) from late completion and the extent or amount of such
damages would be difficult or impossible to determine.

1. The use of liqguidated damage provisions is at the discretion of the Executive Director.

2. The assessment for damages shall be at a specific rate per day for each day of overrun
in contract time, and therate must be specified in the thirgarty contract. Any
liquidated damages recovered shall be credited to the project account involved unless
the grantor agency permits otherwise. Documentation establishing how the liquidated
damages amount was determinedlill be provided by the Project Manager for the
contract file.
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Appendices
1 None

2.35.020.028 CONTRACT AWARD ANNOUNCEMENT

A. Once the contract terms have been negotiated, a posard notice should be sent to those
bidders/offerors who were not selecteaif the award. The Project Manager will send a
notice to proceed to the successful proposer/bidder following the execution of a contract.
If SRTA implements a contract award announcement procedure for federally funded
procurement for goods or services (inding construction services), the announcement
should specify the amount of federal funds that will be used to finance the acquisition in an
announcement of the contract award for such goods or services.

Appendices

1 PostAward Notice to Unsuccessful Propos€Appendix 21)
1 Notice to Proceed (Appendix 22)

2.35.020.029 CONTRACT PROVISIONS

A. All contracts should include provisions to define a sound and complete agreement. In
addition, contracts and subcontracts should contain contractual provisions or taorgli
that allow for:

1. Administrative, contractual, or legal remedies in instances where contractors violate
or breach contract terms, including sanctions and penalties as may be appropriate, for
all contracts in excess of the small purchase threshold.

2. Termination for cause and for convenience, including the manner by which it will be
affected and the basis for settlement.

Appendices

I None

2.35.020.03G CARDINAL CONTRACT CHANGE

A. A cardinal contract change is a significant change in contract work (goagsvices) that
causes a major deviation from the original purpose of the work or the intended method of
achievement or causes a revision of contract work so extensive, significant, or cumulative
that, in effect, the contractor is required to performnyedifferent work from that described
Ay GKS 2NAIAYEFE O2yiN) OGaod { dzOK LINI @iyraGesEa | N
I OKIy3aS gAGKAY (KS ao02L) 27F (kiSO 20350 NO KOGy B!
is not a tagon or a cardinal change
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B. A cardinal change cannot be identified easily by assigning a specific percentage, dollar value,
number of changes, or another objective measure that would apply to all cases. The
following guidance should be used, however, in order to determine lflaage is a cardinal
change and if such a change will, therefore, constitute a sole source. Legal Counsel should
be consulted to make a final determination regarding whether a particular contract change
will constitute a cardinal change.

1. Changes in QuantityTo categorize virtually any change in quantity as a prohibited
OF NRAYIFf OKFy3aS 042YSaaATSHNS NEIENRNIRY (BI & a4
the realities of the marketplace and unnecessarily restricts a recipient from exercising
reasonable feedom to make minor adjustments contemplated fairly and reasonably by
the parties when they entered into the contract. The U.S. Supreme Court decision in
Freund v. United States, 260 U.S. 60 (1922) supports this policy.

2. Customary Marketing Practices. Matkwg practices can influence the determination of
GKAOK OKIFy3aSa gAatft 0S aOFNRAYIf d¢

3. Balancing Test. Based on the nature and extent of the work to be performed; the amount
of effort involved; whether the change was originally contemplated at the time the
ONAIAYlf O2y iGN} OG o6l a SYGSNBR Ayd2T 2N G4KS
quality, costs, and delivery terms, is the change significant? Generally, a change that
causes the contract value to exceed the advertised potential contract valueisytiman
25 percent will be considered a cardinal change.

4. Rolling Stock. In the case of rolling stock, a major change in quantity or substitution of
major end items not contemplated when competition for the original award took place
would generally be a cdinal change. Another cardinal change would, at this time,
include a change from a higftoor to a lowfloor vehicle. Changing an engine might result
in a cardinal change depending on the circumstances surrounding the project and
whether a compatible repicement could be obtained through competition. FTA,
however, considers changes to seating, fabrics, and colors, exterior paint schemes,
signage, and floor covering, and other similar changes to be permissible changes.

5. Federal Procurement Standards. The diter standards applied in federal contracting
practice reflected in Federal court decisions, federal boards of contract appeals
decisions, and comptroller general decisions provide guidance in determining whether a
change would be treated as a cardinal rga. SRTA will not necessarily treat these
federal procurement decisions as controlling, however, SRTA intends to consider the
collective wisdom within these decisions in determining the nature of thady
contract changes along the broad spectrum begne permissible changes and
impermissible cardinal changes.

6. Managing A&E Contracts and Task Orders. When maximum values are set forth in a
contract or Task Order (TO), the contract manager must carefully track the dollar value
capacity to avoid exceedin@p¢ stated maximum amount(s). The Project Manager will
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verify the capacity of funds and time prior to preparation of the amendment or TO.
Amendments or task orders issued in excess of the stated maximum time or amount in
the contract may be treated as soé®urce procurements. The intent of the parties at
the origination of a contract or TO that is intended to cover a phased project should
contain a description of the plan for future deliverables or services by amendment or
additional TOs in order to avoitheé need for sole source documentation. Such a plan
should be described in the contract or TO so as to clearly establish that such future

RSt ADSNIrofSa FyRk2NJ aSNBAOSAE NBE O2yRAGAZ
discretion such as availabilityafidy R4 > 06 dzRISGX O2y G NI Ol 2 NJ LIS NK

interest.

Appendices

 None

2.35.020.03%: STATUTORY AND REGULATORY REQUIREMENTS FOR FEDERALLY FUNDED
CONTRACTS

A

A current (but not alinclusive) list of statutory and regulatorgquirements applicable to

SRTA procurements (such as D#8ason Act, DBE, Clean Air, and Buy America) is contained

in SRTA contract templates. SRTA is responsible for evaluating these requirements for
relevance and applicability to each procurement. Egwample, procurements involving the
LIJzZNOKEF &S 2F ANRYy>X aidSStz FyR YIydzZFl O dzNBR
requirements in 49 C.F.R. P&R1 if there is FTA funding, but different Buy America
provisions will apply if there is FHWA fundingiprocurement.

B. Itis the responsibility of each person in the procurement process to ensure that all required
clauses specific to the type of procurement and funding type are included in the contract
boilerplate, that those federal clauses accompanrybal or proposal documents, that the
bidder/offeror completes the required certifications and that the PO or contract includes
reference to the clauses and contains signed certifications.

Appendices

1 None

2.35.020.032 PROCUREMENT CARDS

A. SRTA willnaintain credit cards under the control of the Chief Fiscal Officer which will allow
for cost and timeeffective procurements. Use of credit cards is subject to the procurement
requirements applicable to micro and small purchases as detailed in Se@®020.023.

Appendices

9 Credit Card Purchase Form (Appendix 34)
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2.35.020.033 CLOSEOUT OF CONTRACT AND TASK ORDERS

A. Atthe conclusion of the work assigned to a contractor in a contract or task order, the Project
Manager is responsible for notifying ti@hief Fiscal Officer that the contract or task order is
being closed out. An evaluation of the contractor should also be completed by the Project
al yF3aSN) 42 AyOfdzRS Ay {w¢! Qa NBO2NRad 2KSy
the Project Managealso must notify the Chief Fiscal Officer that the remaining funds in the
contract or task order can be liquidated and unencumbered.

Appendices
1 None

2.35.020.034 DISADVANTAGED BUSINESS ENTERPRISES AND EQUAL OPPORTUNITY

A 5.948 aKz2dzZ R KI@S (GKS YIEAYdzY 2L NIdzyAade 2
federally funded procurements and contracts. SRTA will fulfill its DBE obligations in its DBE
plan by ensuring fair and full utilization of DBESs in the purchase of equipmaterials, and
supplies and in the performance of contracts and subcontracts.

B. The required DBE clauses will be included in any and alfiD@ited agreements executed
by SRTA. Itis the policy of the DOT and SRTA that DBEs, as defined in 4026F-5hBald
have the maximum opportunity to participate in the performance of contracts financed in
whole or part with federal funds. Consequently, the DBE requirements of 49 CFR Part 26
apply to such procurements. Contractors must agree to ensure tB&d)as defined in 49
CFR Part 26, have the maximum opportunity to participate in the performance of contracts
and subcontracts financed in whole or in part with federal funds. Contractors must not
discriminate on the basis of race, color, national origimrsex in the award and performance
of DOTassisted contracts.

C DBE Accountability

1. SRTA should monitor DBE payments under POs, contracts, or any other method used to
expend funds with a certified DBE firm.

2. A DBE directory should be maintained.

3. The Pragct Manager will request a listing of DBE vendors from the directory for all
federally funded procurements when a formal solicitation is used. The Project Manager
Ad G2 adzlliX SYSyid {we¢! Qa 6AR fA&al o6& | RRAYS:S
notice to offerors/bidders can be distributed to all firms on the bid list created for the
specific procurement activity. When there is a subcontract opportunity or it is deemed
appropriate, a contract goal should be defined and documented.

4. SRTA will monitor POand contracts on an ongoing basis to assure compliance with the
applicable DBE program(s).
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5. The establishment of one or more contract goals for a formalized procurement will be
documented by the Project Manager based on the availability of the UndeedtiDBEs
(UDBESs) in the geographical area for the specific type of procurement and the judgment
that the goal can reasonably be met by the bidder/proposer.

6. If at the time of bid or proposal submittal the DBE/UDBE goal is not met and if required
by law, thebid or proposal will be requested for review by the Project Manager or a
consultant to assure that a good faith effort has been met. The Project Manager will
document that the bidder/proposer was either found responsive to the DBE/UDBE
requirements of theRFP/IFB or has been deemed sresponsive by completing the
GNBalLlRyargdS OKSO(ltAadé AT 5.9k! 5.9 LINRPJDAAA
D. Records and Reports

SRTA provides data about 8Eprograms as directed by DOT operating administrations.
SRTA creates and maiirta a bidders list by collecting the data from bidders or through
surveys. This list provides accurate data abD®E/UDBENd norDBEcontractors and
ddzo0 O2y iUNY Oli2NBR ¢K2 aSS] G2 62N] 2y {w¢! Qa ¥
overall goalsSRTA will obtain the following information about thd3BE/UDBE&Nd nor
DBEcontractors and subcontractors:

1. Firm name;

. Firm address;

. Firm's status as a DBE/UDBE or-iBE;

. Age of the firm; and

a b~ W N

. The annual gross receipts of the firmnformation is obtaind by asking each firm to
indicate into what gross receipts bracket they fit (e.g., less than $500,000; $500,000 to
$1 million; $1 to 2 million; $2 to 5 million; etc.) rather than requesting an exact figure.

E DBE Requirements

1. SRTA has to fulfill thHeBE requirements for all D@Inded projects receiving planning,
capital, and/or operating assistance who will award prime contracts (excluding transit
vehicle purchases) exceeding $250,000 in funds in a federal fiscal year.

2. SRTA must submit a DBE progtanthe concerned operating administration. Once the
operating administration has approved the program, the approval counts for alt DOT
assisted programs (except that goals are reviewed by the particular operating
administration that provides funding for O&ssisted contracts). SRTA also will enter
into an implementation agreement for its DBE program when required by a funding
agency.

B3I RRAGAZ2YIE AYTF2NXNIOGA2Yy NBIFNRAY3I {we! Qa 5.
DBE programs documentation.
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Appendices

Responsive Bidder/Proposer Checklist for RFP/RFQ (Appendix 11)
Subconsultant List (Appendix 13)

Bidders List (Appendix 14a)

Local Agency U/DBE Commitment Form (Appendix 14b)

DBE/UDBE InformationGood Faith Efforts Form (Appendix 14c)

U/DBE & SB MonthRarticipation Progress Report (Appendix 14d)

Final Report Utilization of U/DBE and SB, Fiigér Subconsultants (Appendix 14e)

= =4 4 -4 -8 -9 -2

2.35.020.035 INSURANCE REQUIREMENTS

A. 1t is the policy of SRTA to require that thpdrty contractors or consultants nrdain
insurance coverage to meet insurance standards contained in specific contract boilerplate.
Proof of insurance coverage shall be documented by the Project Manager.

Appendices

 None
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2.35.030- APPENDICES, REFERENCES, AND DEFINITIONS FOR 2.35.020

1. Sole Source Approval Form
Procurement Requisition Form
Standard of Conduct Policy
I 2y 0N OG2NDa
and Financial Condition
Protest Procedures for Procurements
Recommendation for the Selection of a
Contractor Memo Template
7. Evaluator (Consultant/Contractor
Evaluation Committee) Guidelines
8. Declaration Concerning Conflicts for
Evaluators
9. Sample Cost Proposal
10.Method of Procurement Selection Form
11.Responsiv@idder/Proposer Checklist
for RFP/RFQ
12.Bid Summary
13.Subconsultant List
14.U/DBE Information
a) Bidders List
b) Local Agency U/DBE Commitment
Form
c) DBE/UDBE InformatiorGood Faith
Efforts Form
d) Final Report Utilization of U/DBE
and SB, Firstier Subconsultants
e) Find Report- Utilization of UDBE
and Small Businesses, 1st Tier Subs
15. Solicitation Notification
16. Notice of Intent to Award
a) IFB Notice of Intent to Award
b) Notice of Intent to Award RFPs
17.Notice of Intent to Enter Negotiations
with Another Proposer
18.Notice toShortListed Proposers
19.Notice to Proposers Not Making Short

hwn

o o
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List
20.Request for Cost Proposal
21.PostAward Notice to Unsuccessful

{GF 0SYSy Broppsers 9 ELISNA Sy OS

22.Notice to Proceed
23.Independent Cost Estimate (ICE)
a) Justification for Small Procurements
24.Independent Cost Estimate Scope o
Work, Summary, and Staffing Plan
25.Limited Competition Approval Form
26.Procurement Closeout and
Encumbrance Liquidation
a) Contracts, Task Orders and Job
Orders- CloseOut Instructions
b) Consultant Performance Evaluation
Tool
c) Final Report Utilization of
Underuilized/Disadvantaged
Business Enterprises and Small
Business Firstier Subconsultants
27.Record of Negotiation
28.0n-Call Consultant Selection Form
Sample
29.Purchasing Schedule Worksheet
30. Contract Payment Type Selection Form
31.DBE Complaint Procedures and DBE
Compaint Process Description for Staff
32.Cost Analysis Form
33.Price Analysis
34.Credit Card Purchase Form
35. Micro-purchase Justification Form
36.Limited Procurement Response Form
37.Cost Effectiveness / Public Interest
Finding Form
38.Major Construction Procurement (MCP)
Checklist



SRTA PROCUREMENT MANUAL REFERENCES FOR 2.35.020
The following federal and state statutes and regulations are incorporated by reference in this
manual to the extent required by law. This is not an exhaustive list of the statnteegulations:

= =2 =4 A4 A4 -4 -5 -5 A2 -2 -

IntermodalSurface Transportation Efficiency Act of 1991 (ISTEA), P-24002

Safe, Accountable, Flexible, Efficient Transportation Equity AAttegacy for Users
(SAFETELU)

CAEAY3 ! YSNAOI Q&8 { dzNFI OS94 NI} yaLR2 NIl GA2Yy o6C

Administrative Requirements, Cost Principles, and audit requirements for Federal Awards
(OMB CFR Part 2@@uper Circular)

Sections 4001 and 1555 of the Federal Acquisition Streamlining Act of 1994, 41 U.S.C. §
403(11) and 40 U.S.C. § 481(b), respegtivel

OMB Circular 2CFR
9ESOdzi A S hNRSNJ MHCMES ACSRSNIfAaYZéE RIG

Applicable provisions of the State of California Public Contract Code

(s}
puj

Applicable provisions of the State of California Labor Code

Disadvantaged Business Enterprises (DB&)C.F.RPart 26

Federal Brooks Act and State MBriooks Act (40 U.S.C.8541 and CA Gov. Code §4525)
Federal Funding Accountability and Transparency Act of 2006 (FFATA)

49 USC 53, as amended by MAP

The Caltrans Master Fund Transfer Agreement

Caltrans Local Assance Programs Manual

2CFR Part 200, Appendix XI, Compliance Supplement, Office of the PreSifdieet of
Management and Budget, page29.0003

California State Contracting Manual
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SRTA PROCUREMENT MANUAL DEFINITIONS FOR 2.35.020

All definitions in 49 U.S.C. § 5302 are applicable. For purposes of the manual, the following
additional definitions are provided:

1.

G! LILINB @I €5 1 dziK2NAT FGA2YS [/ 2y OdzZNNBYy OST 2| A QD¢
an official authorized tgermit SRTA to take or omit action required by a contract, Board

Policy or FTA Circular 4220.1F, which action may not be taken or omitted without additional
permission. Oral permission or interpretation has no legal force, authority, or effect.

G. Saild =+ kdmpeSti&e, fegotiated procurement process in which SRTA reserves the

right to select the most advantageous offer by evaluating and comparing factors in addition

to cost or price such that it may acquire technical superiority, even if it must pay aypremi
LINAOS® | GLINBYAdzYé Aa (GKS RA-PriEes pBpgs@andth& (i 6 SSy
one that SRTA believes offers the best value. SRTA should disclose these factors in its
solicitation.

. ARRSNE NBFSNE (2 | NBcumhantysBch gsian invigatioh forpids¢ | & 2
(IFB) or request for quotes (RFQ), which will lead to a selection based on cost.

G. 2 NRZ¢ G/ 2YYA&aaArzysé GhgySNEé¢ GDNIyiSSzIé¢ 2

5. 4/ FNRAYIf /KFIy3aS¢é¢ YSIya | YI22NleRGKokthdi A2y T

10.

11.

intended method of achievement or a revision of contract work so extensive, significant, or
cumulative that the contractor is required to perform very different work from that described

in the original procurement document/contract.

G/ KEYANRSNE YStya Iy 2NRSNJ FdziK2NAT SR o6& {
changes, pursuant to contract provisions for such changes, with or without the consent of the
contractor.

G/ 2YY2y DNYyld wdz Sd¢ YSIya 5SLI NIYXSWR F2RIN ¢ N
Administrative Requirements for Grants and Cooperative Agreements to State and Local
D2@OSNYyYSyildazé ngdp /Cw tFENI mMy>S gKAOK | LILX & (2

G/ 2ya0GNHzOGA DS / KIy3aSe YSEtya |y |O0OG 2mp2YAaa
2NRSNE¢ R2Sazx Ay FFEOGzX OFdaAaS I OKFy3aS Ay (K
G/ 2y GNF OG0 520dzySyitaé¢ YSiya Ftf 2F GKS 02y
associated addenda, contract drawings, technical reports, technical specifications, and
documented agreementsSaid documents shall be considered as part of any contract made
pursuant to a solicitation.

G/ 2y UGN OU2NEE aO2yadZf Gl yizsée GOSYR2NEE 2NJ Gac
a contract is awarded.

Gt N22SOG al yl ASNE Y Sdi6idhe pracBemany ihd gelfvesdas the | & 4 A
single point of contact for all correspondence during the procurement and/or contract
administration process. This person also is responsible for relating to commercial terms and

y
S
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conditions during the period of perfarance of the agreement to the consultant or
contractor.

12.6/ 22 LISNF 0A @S ! ANBSYSyidé¢ YStya |y AyadaNdHzySyli
support a project in which it takes an active role or retains substantial control.

13.45F 84¢ YSIysa esdatheniiSespeciiied. & & dzy ¢

14.65. 9¢ Aa GKS | ONRye&yY F2N) 5A4al R yndfit SBIR . dza A
business concern owned and controlled by a socially and economically disadvantaged
person(s) as defined in Title 49, Part 26.5 of the Codeedéral Regulations (CFR).

15.65SaBdagzA f R t NB2SO0G¢ YSEFya | 02y aidNHzOGA2Yy LINE
is commissioned to prepare drawings and specifications under a design services contract, and
a separate contract is let faonstruction by engaging the services of a contractor through
sealed bidding or competitive negotiations to complete delivery of the project.

16.69f SOUNR YA @ 2/ YZYSMNIONEDE cOryaraita 2F St SOGNRYAO
mail or messaging, Wior Wide Web internet technology, electronic bulletin boards,

purchase cards, electronic funds transfer, electronic signatures, and electronic data
interchange.

1709 ESOdzi A S 5ANBOG2NE NBTFSNE (G2 {we! 9ESOdzi AL
18.4 C1 21 ¢ NB T S NHighivay Adniin®trato8.R S NJ- f

19.6C¢! ¢ NBFSNBR G2 GKS CSRSNIf ¢NIyYyaAd ! RYAYA&I
2006Cdzf f FYR hLISYy /[/2YLISGAGAZ2YE YSIFya GKFaG FEf N
21, D2 GSNYYSy il t wSOALASy(e¢ YSlIya | adlasS 2N f
federal funding and therefore must comply with the Common Grant Rule at 49 CFR Part 18.
226DNI YR ¢20Ff . AR tNAOS¢ YSIya GKS 3INIYR (20
labor and material costs, taxes, duties, fees, and any other chargesagplito complete

the total requirements as specified in the solicitation document, including all addenda,
contract drawings, and technical specifications.

23.DNY yiGé¢ YSIya (GKS AyadNHzySyd o6& oKAOK GKS (
particular progct in which the FTA does not take an active role or retain substantial control.
24.6DN) ySS¢ YSIya (GKS Lzt AO 2N LINAGIGS Sy aAd
awarded. The grantee is the entire legal entity even if only a particular comporig¢hto
entity is designated in the assistance award document. For the purposes of this policy,
GaANI yiSSéE | faz2z AyOfdzRSa |yeé &dzaINIyiGSS 2F (K
for assuring that its subgrantees comply with the requirements aaddsrds of this policy

and that subgrantees are aware of the requirements imposed upon them by federal statutes
and regulations.

25.41 F T F NR2dza {dzoaidl yOSaé¢ FyRk2NJ a/ 2y il YAyl (SR
material which is determined by any statederal, or local governmental authority to be
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capable of posing a risk of injury to health, safety, and/or the environment, including, but not
limited to, all substances, wastes, and materials designated or defined as hazardous,
extremely hazardous, otoxic pursuant to Section 311 of the Clean Water Act, 33 USC
Sections 1321, et seq., Section 1004 of the Resource and Conservation and Recovery Act,
42 USC Sections 6903, et seq., Section 101 of the Comprehensive Environmental Response,
Compensation, andiability Act, 42 USC Sections 9601, et seq.; Section 25141 of the
Hazardous Waste Control Law, California Health and Safety Code Sections 25117, et seq.;
Section 25316 of the Carpenter Preslegnner Hazardous Substance Account Act, California
Health and &fety Code Section 25316; Section 25501 of the Hazardous Materials Release
Response Plans and Inventory Law, California Health and Safety Code Sections 25281, et seq.,
as may be hereinafter amended.

26, LYGSNHB2IGSNYYSy Gl t | 3NBSY S and andtigetr gpv@rnrhent® 2 v (i NJ-
entity, such as a Memorandum of Understanding with a municipality, Native American tribe,
or public university.

276 LY @AGEFGA2Y F2NJ .ARé Aa |y AYy@AllLGaAz2y F2NI |
28 W2AY (0 t NPOAGNBSSYNBFTESARKER (2 Fa aO022LISNI GAGS
of contracting in which two or more purchasers agree from the outset to use a single
solicitation document and enter into a single contract with a vendor for delivery of property
or services ina fixed quantity. A joint procurement is not drafted for the purpose of
accommodating the needs of other parties that may later choose to participate in the benefits

of that contract as such a contract is merely assignable to third parties to the extent t
parties agree and the original procurement scope and amount are sufficient.

29.6[ 20t D2@SNYYSyidé¢ YStya | O2dzydesz Ydzyi OAX L
authority, or any agency or instrumentality of a local or regional government. This term does
not include a local public institution of higher education.

30.,adal aGSNJ ! ANBSYSyilié¢ YSIya GKS R20dzySyid AyoO2N
standard terms and conditions governing the administration of a project supported with state
and federal assistare.

3l.abXywe! t NBPOdzNBYSyidé¢ YSIya | LINRPOdZNBYSyid F2N
the lead procurement entity and that includes provisions that will allow it to be used by SRTA
to contract with one or more specific contractors/vendors using@seblished prices, terms
and/or conditions. Examples of such procurements include joint procurements, piggybacks,
and state purchasing schedules.

322b2GA0S G2 t NROSSR 6bc¢toég Aa I gNARGGSY y2i0A
authorizing the contractoto commence work and to start the performance period.
3BAhFTFFSNRBNE 2NJ at NPLI2aSNE NBFSNER (G2 || NBaLRYyR!

lead to a selection based on qualifications and possibly cost.

3.t A33eol O] A y-avard usé of & Kddactualzdddliment/process that allows
someone who was not contemplated in the original procurement to purchase the same
supplies/equipment through that original document/process.
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35.

36.

37.

38.

39.

40.

41.

42.

43.

Gt NBPLISNIeé¢ AyOfdzZRSa NBIf LINR LISNII & sO&@&yaiaia
appurtenances on land, equipment, supplies, other expendable property, intellectual, and
intangible property.

Gt dzof AO C¢NFyaLRNIOFGA2YE YSEya OGNIYALRNIIFGAZ2
continuing general or special transportation to thahtic, but does not include school bus,

charter, sightseeing, or intercity bus transportation (operated by agovernmental entity),

or intercity passenger rail transportation provided AMTRAK, (or a successor to such entity).

GwSOALIASYU¢ YoBprivate eniitKts whickizbe FT A or FHWA awards federal

FadAradlyoOoS GKNRdzAK | ANIyidizXz O22LISNI GAGS | ANS

AyOf dzZRS&a da3aINIyGSSszé SIOK YSYOSNI 2F | O2yaz

awarded FTAorFHWAZ & A a4 yOS® bSAGKSNI I O2yGNI OG2N y

GwSalLlR2yarotftSeé 0. ARRSNKhFFSNBNL Aa | O2yiNI O

capable to meet all the requirements of the solicitation and subsequent contract. Must

possessthe full capability, including financial and technical, to perform as contractually
required. Must be able to fully document the ability to provide good faith performance.

a. C¢t! RSTAYSA aNBalLkRyaioAftAidesd (G2 o6S tit O2y N
possesses the ability to perform successfully under the terms and conditions of the
proposed procurement.

GwSalLlR2yardSé 0. ARRSNXKhTFSNBNL Aa | O2yidNI O

submitted a bid or request for proposal that fully conformsall material respects to the

IFB/RFP and all of its requirements, including all form and substance.

a. C¢! RSTAYS &if anNffercadbyns in aff @aterial aspects to the requirements
of the solicitation at the scheduled time slubmission and does not require further
discussions with the offeror other than on matters that may be deemed inconsequential
in nature, the offer is responsive.
GwS@SydzS /2y iNFOle YSIya | O2y (0N} Ol gA0GK GK
creatingbusiness opportunities involving the use of FBRFHWAassisted property.
G{ 2t A0OAGIUGA2Y 520dzySyitaé¢ NBFSNER (2 (GKS LI C
consultants or contractors in the form of an IFB, request for proposal (RFP), and RFQ, etc.,
requesting a responsive bid, proposal, or a statement of qualifications.
G{alrasS¢ YSrya Ftye 2F GKS aS@OSNrt aidlrisSa 27
Commonwealth of Puerto Rico, any territory of the United States, or any agency or
instrumentality2 ¥ I &4l 4GS SEOf dzaA@S 2F 20t I2@SNYY
municipality, city, town, township, local public authority (which includes any public and Indian
housing agency under the United States Housing Act of 1937), school distrintilcou
governments (whether or not incorporated as a nonprofit corporation under state law), any
other regional or interstate government entity (such as a regional transit authority), or any
agency or instrumentality of a local government.
G{GFradS PRADINBONSY (i t dzZNOKFaAy3a {OKSRdz S 2NJ t
arrangement between state or local government with multiple vendors in which vendors
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agree to provide an option to the state or local government entities to acquire specific
property or senades in the future at established prices.

44.¢F a1 hNRSNE YSIya | O2yUGNY OG R20dzySyd GKI
to dole out work to a consultant in phases, or in the case of anadincontract, for severable
projects.

45.4 ¢ K-RaNyRConNJ Ol é NBFSNE G2 |ye LIzZNOKFasS 2NRSNI 6
consultant, vendor, or contractor.

45.0' 5. 9¢ Aa GKS | ONRyey T2NJ ! yRSNHziAf AT SR 5Aal
groups that have been determined in an applicable digp study to have a statistically
significant disparity in their utilization in previously awarded transportation contracts.

~

46,0 K5.9¢ A& GKS | ONRByeyY dzaSR ¢KSYy 5.9 FyR ! 5.
or interchangeably.

4702 NAGGSY¥ NWBRFaE | gNAGGSY 2NRSN) aA3aySR o6& 0
authorized representative or agent, mailed to the contractor at the address designated in his
bid or to such other address he may designate in writing as its official place of business.
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PART IVUNSOLICITED PROPOSAL POLICY

A. APPLICABILITY

This policy applies to Unsolicited Proposals received by SRTA.

B. UNSOLICITEBROPOSADEFINITION

1. Anunsolicited proposal is a written proposal that is submitted to SRTA omnitiagve
of the submitter, to develop a partnership that is not in response to a formal or
informal request issued by SRTA.

2.1y 'yaz2t AOAGSR tNRLRaltf Aa RAaGAYyIdzA aKl of
term budget planning process and plan itiges innovative but pragmatic solutions
that offer added value, such as enhanced financing options, improved customer
service outcomes or advanced delivery dates. Sales tax bonds and certificates of
participation are not unique and innovative financing o

3.y 'yvaz2t AOAGSR tNRLRalt Aa y20 Fy 2FFSNI
expression of need or request for proposals, an advance proposal for property or

services that SRTA could acquire through competitive methods or a replacement for
an exising contract that is already in effect.

C. UNSOLICITEBROPOSALBROCESOVERVIEW

All Unsolicited Proposals shall be submitted to the SRTA Executive Director for review. SRTA

will evaluate the proposal using a twahased approach. In Phase One, Concepugbosals

are evaluated. If there is interest in a Conceptual Proposal, the proposer may be asked to
submit a Detailed Proposal for evaluation in Phase Two. If the project proceeds beyond Phase

Two or otherwise involves a competitive procurement or sblg dzZNDS LINR OdzNB Y Sy i
procurement policies and procedures will apply. SRTA may, at any time, choose not to
proceed further with any Unsolicited Proposal.

D. CONCEPTUAPROPOSAOVERVIEW PHASEONE

1. The purpose of Phase One is for SRTA to receivdtarwigonceptlevel proposal to
determine whether to request additional and detailed information for Phase Two.

2. Before initiating a Phase One evaluation, SRTA staff will determine if the Conceptual
Proposal meets threshold requirements outlined in Exhihit Furthermore if the
proposal meets the threshold requirements, SRTA will follow the procedures outlined
in Exhibit A.

E. CONCEPTUAPROPOSACONTENT

Conceptual Proposals should include the information identified in the Conceptual Proposal
Form made availae by SRTA.
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F. GONCEPTUAPROPOSAEVALUATION

1. Conceptual Proposals will be evaluated promptly in accordance with the criteria set out
in this section. The evaluation process will include a financial evaluation team. The
proposer(s) will notnitiate any interaction with the evaluation team.

2. The evaluation team will determine the evaluation criteria, as necessary, to address the
specific proposal, but generally will consider the following factors:

a. offers direct or anticipated benefit® SRTA, its partners and the public;

b. O2yaraitSyoOe gAlK {we¢!Qa LIXIFYyYyAy3 IyR LN

C. alGAaTASE + ySSR F2NJ {we¢! GKIFG OFy o6S N
longterm budget, or through grants, without significant asfge to planned

expenditures, projects or costs;

d. offers goods or services that SRTA may not have intended to procure or provide
through the normal SRTA procurement process; and

e. Other factors appropriate to the proposal.

G. DETAILEFPROPOSADVERVI® - PHASETWO

The purpose of Phase Two is for SRTA to receive more detailed technical and financial
information to fully understand and evaluate the proposal. If SRTA desires to proceed to
Phase Two, SRTA will request a Detailed Proposal.

H. DETAILEFPROPGALPROCESSING

Once the Detailed Proposal is received, SRTA will retain a record of the persons on the
evaluation team and record the final disposition of the proposal. Outside advisors will be
consulted only if the SRTA evaluation team deems it neceasarpeneficial.

. DETAILEFPPROPOSACONTENT

In addition to the information provided in Phase One, a Detailed Proposal must, at a
minimum, include information outlined in Exhibit B.

J. DETAILEFPROPOSAEVALUATION

Detailed Proposals will bevaluated promptly, in accordance with the criteria set out in
Exhibits A and B, as well as any other evaluation criteria identified in the request for Detailed
Proposal.
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. DETAILEFPROPOSARECOMMENDATION

{we¢! QF 9ESOdziAGS 5 A NBs@l o idview antl appraval.y B SRES O (1 K S
Finance Committee approval is required, the proposer will be notified of the date of the
meeting when the proposal will be discussed.

. FULL ANDOPENCOMPETITIORREQUIREMENTS

{we! Qa NBOSA LI 2 & doesyhot, byitsel fjustity & dobtiact awhia WwilBoat

full and open competition. If the Unsolicited Proposal offers a proprietary concept that is
essential to contract performance, it will be deemed a Sole Source (see section below). If not,
SRTA willgrsue a competitive procurement.

. UNSOLICITEBROPOSAL SOLESOURCRAWARD

If it is impossible to describe the property or services offered without revealing proprietary
information or disclosing the originality of thought or innovativeness of the prgpert

services sought, as determined by SRTA, SRTA may make a sole source award, as provided in
{we! Qa {2ftS {2dz2NOS ! gFNR LRftAOe Ay [/ KI LI SN
Accounting Policies and Procedures.

. UNSOLICITEBROPOSAL COMPETITIESOLICITATIORROCESS

If the Unsolicited Proposal does not meet the criteria of a sole source award, SRTA will
proceed with steps outlined in Exhibit A before entering into a contract resulting from an
Unsolicited Proposal.

. CONTRACIRRESULTING FROM AMSOLICITEBROPOSAL

Nothing in this policy or otherwise requires SRTA to act or enter into a contract based on an
Unsolicited Proposal. SRTA, at its sole discretion, may return and/or reject an Unsolicited
Proposal at any time during the process.

. PREREQUISITES GONTRACNEGOTIATION

1. The SRTA Contracting Officer or other duly authorized SRTA representative(s) may
commence negotiations only after the following prerequisites have been met:

a. An Unsolicited Proposal has received a favorable cehgmsive evaluation, including
in comparison to any proposals received following publication as provided in this
policy; and

b. SRTA furnishes the necessary funds and provides assotee justification (if
applicable).
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Q. PROHIBITION JJSE OKONFIDENIALINFORMATION

If SRTA pursues a competitive procurement, SRTA personnel shall not use any data, or any
confidential patented, trademarked, or copyrighted part of an Unsolicited Proposal or
confidential technical or financial proprietary information tag basis, or part of the basis,

for a solicitation or in negotiations with any other firm, unless the proposer is notified of and
agrees to the intended use. Concepts or ideas are not considered proprietary by SRTA but
specific implementing methodologidbat are unique to the proposer will be recognized.
SRTA staff shall place a cover sheet on the proposal expressing limitations unless the proposer
clearly states in writing that no restrictions are imposed on the disclosure or use of the data
contained n the proposal.

R. PUBLIRECORDACT

1. Unsolicited Proposals are subject to the provisions of the California Public Records Act
(California Code Government Code 86250 et seq.). Public Contract Code Section 22164
provides that: information that is not othemse a public record pursuant to the California
Public Records Act (Chapter 3.5 (commencing with Section 6250) of Division 7 of Title | of
the Government Code) shall not be open to public inspection. Any documents provided
08 UKS LINPLRASNIRE {UWONBYIN|SER2VEENRSYGAL T €
financial records provided by the proposer to SRTA, shall be clearly marked W|th the
LINE LR &SNR& ylYSe {we! gAff dzaS AdGa o6Sad S
any financial records or ddegYSy da YINJ SR G¢NI RS {SONEBI
Gt NPLINASGOFNEBE LINPOARSR o0& LINRPLIRASNAR (2 {w¢
content of documents entitled to protection from disclosure under the California Public
Records Act.

2. In the event of litig G A2y O2yOSNYyAy3d GKS RA&Of 23adzNB
involvement will be as a stakeholder, retaining the records until otherwise ordered by a
court. The proposer, at its sole expense and risk, shall be fully responsible for any, and all,
fees for posecuting or defending any action concerning the records and shall indemnify
FYR K2fR {w¢! KIFENXYfSaa FTNRBY Fff Oz2aida |yl
connection with, any such action.
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Exhibit A
Unsolicited Propsal Policy Flow Chart

UNSOLICITED

SRTA
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PHASE 2

NO
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Letter to proposer:
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=

Proceed teevaluation
of detailed proposal

Evaluationteam submits
recommendation to

Ox

ES

NO

SRTA ED and/or Board of <&
Directors as required for
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EXHIBIT B

A. CONCEPTUAPROPOSATHRESHOLBEQUIREMENTS

1. Promptly acknowledge receipt of the proposal (email or letter to proposer); and

2. Determine whether the proposal meets the threshold requirements of an Unsolicited
Proposal.

3. Before initiating a Phase Orevaluation, SRTA staff will determine if the Conceptual
Proposal meets the following threshold requirements:

a. Satisfies the definition of an Unsolicited Proposal;

b. Includes all required content and attachments;

c. Contains sufficient detail to enable SRTA¢ofprm an adequate evaluation;
d

. Has been approved by a responsible official or other representative authorized to
contractually obligate the proposer; and

e. Complies with the marking requirements for use and disclosure of data.
B. CONCEPTUAPROPOSATHRESHOLBEQUIREMENTSRTAROCEDURES

1. Log the proposal and assign it a number;

2. Set and notify the proposer of the schedule for internal evaluation;
3. Assemble an evaluation team;
4

. { OKSRdzA'S I YSSi{iAy3 6AGK (GKS LINRPLR &8piE AT A
to more fully understand the proposal;

o

Facilitate the evaluation process as needed; and

6. b20AFe (GKS LINRPLIASNI 2F {we¢! QF RSOAAAZ2Y P ¢ K
process, proceed to Phase Two, or pursue a competitive procurement.V@Rprovide
a general explanation of the reasons for the decision.

C. PHASETWO DETAILEPROPOSALPROCESSING

1. Essential terms and conditions that could be part of a subsequent agreement between
SRTA and the proposer;

A goal for participation of disadvargad business enterprises (DBE);
Schedule and important deadlines for the proposer;

Evaluation criteria; and

a bk~ w0

Requests for specific modifications or clarifications to the scope of the original proposal.

D. PHASETWODETAILEFPROPOSAL CONTENDETAILEFPROPOSAL

1. Technical Information:
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ablYSa FTYR LINPFSaaAz2ylf AYF2NXNIGA2Y 2F (K¢
committed to the project;

b. Type of support needed from SRTA; e.g., facilities, equipment, materials, or personnel
resources; and

c. Type of support beingrpvided by the proposer;

d. A sufficiently detailed description of the scope of work being offered to allow SRTA to
evaluate the value received for the price proposed;

e. Proposed price or total estimated cost for the effort and/or the revenue generated in
sufficient detail for meaningful evaluation and cost analysis, including an annual cash
flow for the project and annual or future costs to operate and maintain;

f. A schedule for the implementation, including specific details for any services to be
provided by SRY; and

g. Proposed duration of the effort.
2. Supporting Information:

a. Type of contract being sought by the proposer (the final determination on the type of
contract shall be made by SRTA, should SRTA decide to proceed with a contract);

b. Description of the propogeXd 2NHIYAT F A2y S LINBOA2dza SE
facilities to be used;

c. Required statements and disclosures, if applicable, about organizational conflicts of
interest or other potential issues; and

d LYFT2NXI 0A2Yy I Ay -QuaBicativrAgplicat®driF (seg ExhibitORH & E) NB
demonstrating to SRTA that the proposer has the necessary financial resources to
complete the project, as determined by SRTA staff. Such information may include (i)
FAYFYOALET adl dSYSydGasz ASNI2dxRAYY3 GO 2! ddyRiAl (iyz
[ SGGSNE . fFyOS {KSSGax {dFrGdSySyda 27F L
Statement of Change in Financial Position; (ii) unaudited balance sheets; (iii) names of
banks or other financial institutions with which the proposenducts business; and
(iv) letter of credit commitments.

E. PHASETWODETAILEFPROPOSALEVALUATIONDETAILEEPROPOSAL

1. Evaluation Criteria:

a. At Phase Two, the evaluation team will confirm the proposal meets the same
evaluation criteria set forth ifPhase One, in addition to the following minimum
factors, and any additional criteria set out in the Request for Detailed Proposal:

A N

. ¢KS LINRPLR2ASNRAE OFLIoAfAdASasT NBfFGSR E
combinations of these which are integradctors for achieving the proposal
objectives;
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i. ¢KS LINRPLIZAaAaSNNRa FAYLFYOALFf OFLI OAGe (2 RS
proposal;

ii. tAFoAfAdGe 2F GKS LINRPLR2aSR aA0KSRdzZ S I yR

iv. {we¢! Q& OF LI OA ( &actiuder 8sycursrivdebt guih@rization;O 2 y

v. The qualifications, capabilities, and experience of key personnel who are critical
in achieving the proposal objectives;

vi. The relative costs and benefits of the proposal with respect to improving mobility,
accesdility, and/or strategic growth initiatives in the Shasta Region;

vii. The specific details of the cost/revenue generated; and
viii.  Any other factors appropriate for the proposal.
F. PHASETWODETAILEFPROPOSALUNSOLICITEBROPOSALCOMPETITIVEOLICITATIONROCESS

1. wSOSALIY {we¢! gAff Lzt AOAT S Ala NBOSALIN 2
website for purchasing opportunities.

2.1 RSljdz S 5SaONRLIIAZ2YY {we¢! Qa Llzof AOlIGAZ2Yy 2
include an adequate description ofdlproperty or services offered without improperly
disclosing proprietary information or disclosing the originality of thought or
innovativeness of the property or services sought.

3. Interest in the Property or Services: SRTA also will publicize its interasgjuiring the
property or services described in the proposal using the same or similar methods provided
above.

4. Adequate Opportunity to Compete: SRTA will provide an adequate opportunity for
interested parties to comment or submit competing proposalsi/an requests for an
opportunity to respond within a time frame (minimum of 14 days).

Contract Award Based on Proposals Received: Finally, SRTA will publicize its intention to award
a contract based on the Unsolicited Proposal or another proposal subniittexsponse to the
publication using the same or similar methods provided above.
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Procurement Steps: Project:

Competitive Proposal for Services other than A&E (RFP) Project Manager:
OneEnvelopeg Best Value Procurement No:

SRTA Procurement Policies and Procedures Manual Section 2.35.020.023E

Procurement Step

PM
Initial/Date

CFO
Initial/Date

1.

Identify the need to contract out for services.

2.

Staff is required to follow the SRTA Standard of Conplolaty (Appendix 3) when carrying out procuremg
or contracting functions. Review the policy prior to commencing procurement activities.

Staff should perform a cost or price analysis for every procurement action, including contract modifig
and amendments. The starting point for cost/price analysis is the Independent Cost Estimate. The dg¢
analysis and detail depends on the size and complexity of the procurement. Complete the Independeg
Estimate Scope of Work, Summary and Staffitegn (Appendix 24).

Complete the Procurement Requisition Form (Appendix 2) to initiate the procurement process.

Determine the method of procurement by completing the Method of Procurement Selection Form (Apy
10).

Determine themethod of payment for the procurement by completing the Contract Payment Type Sel¢
Form (Appendix 30).

. Develop the solicitation (RFP). The RFP should contain sufficient information to enable prospective

to prepare responsivproposals. The solicitation should be as complete as possible with respect to the|
identified in Section 023E(3)(d). The RFP must also include evaluation factors and their relative im
(cost must be a factor), the method for conducting techheealuations of the proposals received and

selecting awardees, as well as protest procedures. (Section 023E(2)). Include a copy of the draft cont

REFERENCES, AND DEFINITIONS FOR 2.35.020
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Procurement Step PM CFO
Initial/Date | Initial/Date
8. Publicize the RFP per instructions in Section 023E(12)(a)&(b).
9. Hold a preproposal meeting, if necessary, to brief prospective offerors as early as possible after the R
been issued and before proposal are due. Yes/No
10. Establish the Evaluation Committee(s) of technically qualified personnel, including at least cBRTiArstaf
member in procurements exceeding $50,000. All members must read BEwal(@bnsultant/Contracto
Evaluation Committee) Guidelines (Appendix 7) and complete the Declaration Concerning Conf
Evaluators (Appendix 8).
11.Document receipt of all proposaisime and date stamp.
12.Ensure that responses to the RRElude a list of all proposed sudonsultants/contractors, their area of wor
and certified U/DBEs, as well as a cost proposal which will be used as an evaluation factor. (Subc
List, Appendix 13)
13.Upon receipt of three or moreesponsive proposals, move to step 14. In the absence of three respg
proposals, readvertise.
14.Short list firms that are deemed responsible and responsive (Responsive Bidder/Proposer Checklist
Appendix 11) and receive the highest score®atiag to criteria included in the RFP. DOCUMENT the sc
process!
15.Send Notice to Shottisted Proposers (Appendix 18) to successful proposers and Notice to Proposg
Making ShorList (Appendix 19) These notices trigger the propesiod.
16. Interview topranked firms, if necessary. Ensure that the criteria established in the RFP is used to sq
interview.
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Procurement Step

PM

CFO

Initial/Date | Initial/Date

17.Summarize findings of the evaluation committee ireaommendation memo to the Executive Director.

18.! L2y (KS 9ESOdziA @S 5ANBOG2NR& | LIWNR Gt SyasSN
Notice of Intent toAward (Appendix 16b). Send the Notice of Intent to Enter into Negotiatiotis Amnother
Proposer (Appendix 17) to proposers who are not selected for negotiations.

19.Use cost proposals of the recommended firm as the basis for negotiations and document the proces
Record of Negotiation (Appendix 27).

20.Perform aprice analysis to determine the reasonableness of the proposed contract price. (Appendix 3

21.0nce negotiations are complete, prepare a contract incorporating the negotiated terms and conditig
the Executive Directors signature and fRecommendation for the Selection of a Contractor Memo Temg
(Appendix 6).

22.Send PosAward Notice to Unsuccessful Proposers (Appendix 21).

23. After the protest period has ended, issue Notice to Proceed (Appendix 29).

24.Place aldocumentation into Procurement File.
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Procurement Steps Project:
Competitive Proposal for A&E Services Project Manager:
Two-Envelopeg Lowest Price Procurement No:

SRTA Procurement Policies and Procedures Manual Section 23Elsauter 10 of Caltrans Local Assistance Procedures Manual

Procurement Step

PM

CFO

Initial/Date Initial/Date

1.

Identify the need to contract out for services.

2.

Staff is required to follow the SRTA Standard of Conduct policy (Appendix 3) calhging out
procurement or contracting functions. Review the policy prior to commencing procurement activitie

Staff should perform a cost or price analysis for every procurement action, including cg
modifications and amendments. The startipgint for cost/price analysis is the Independent C
Estimate. The degree of analysis and detail depends on the size and complexity of the procu
Complete the Independent Cost Estimate Scope of Work, Summary and Staffing Plan (Appendix !

Complete the Procurement Requisition Form (Appendix 2) to initiate the procurement process.

Determine the method of procurement by completing the Method of Procurement Selection
(Appendix 10).

Determine the method of payment for the procuremteby completing the Contract Payment Ty
Selection Form (Appendix 30).

. Develop the solicitation (RFQ). The RFP should contain sufficient information to enable pros

offerors to prepare responsive proposals. The solicitation should loeraplete as possible with respe
to the items identified in Section 023E(3)(d). The RFQ must also include evaluation factors af
relative importance the method for conducting technical evaluations of the proposals received a
selecting awardeesas well as protest procedures. (Section 023E(2)). The RFP should incly
requirement that separately sealed costs be submitted. Also, include a copy of the draft contract.
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Procurement Step PM CFO
Initial/Date Initial/Date
8. Publicize theRFQ per instructions in Section 023E(12)(a)&(b)
9. Hold a preproposal meeting, if necessary, to brief prospective offerors as early as possible after t
has been issued and before proposal are due. Yes/No
10. Establish the Evaluation Committee(s) of technically qualified personnel, including at least cB&TA4
staff member in procurements exceeding $50,000. All members must read Eva
(ConsultantContractor Evaluation Committee) Guidelines (Appendix 7) and complete the Decla
Concerning Conflicts for Evaluators (Appendix 8).
11.Document receipt of all proposafisime and date stamp.
12.Upon receipt of three or more responsipeoposals, move to step 14. In the absence of three respor
proposals, readvertise.
13.6 KS 9@l fdzr GA2Y [/ 2YYAGGSS 6Aff RSGSNNYAYS 27F°F
cost proposals will remain sealed.
14.Ensure that respores to the RFQ include a list of all proposed-sabsultants/contractors, their area ¢
work and certified U/DBEs. (Subconsultant List, Appendix 13)
15.Short list firms that are deemed responsible and responsive (Responsive Bidder/Proposer Chec
RFP/RFQ Appendix 11) and receive the highest scores according to criteria included in Bec®REnt
the scoring process!
16. Send Notice t&@hortListed Proposers (Appendix 18) to successful proposers and Notice to Propos
Making ShorList (Appendix 19) These notices trigger the protest period.
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Procurement Step

PM
Initial/Date

CFO
Initial/Date

17.Interview topranked firms, if necessaryEnsure that the criteria established in the RFQ is used to g
the interview.

18.Summarize the findings of the Evaluation Committee in a recommendation memo to the Exe
Director.

19.' L2y GKS 9ESOdziA@S 5ANBOGZ2ZNRNE | LIWNRGItX Syi
sending the Notice of Intent to Award (Appendix 16b). Send the Notice of Intent to Enter into Negot
with Another Proposer (Appendix 17) to efors not selected for negotiationgThese notices trigger th
protest period.) Open only the cost proposal of the most qualified offeror and negotiate the level of
and profit.

20.Failing agreement with the most qualified offeraggotiations with the next most qualified offeror shou
be conducted until a contract award can be made to the most qualified offeror whose price is fg
reasonable. Document the process in the Record of Negotiation (Appendix 27).

21.Perform acost analysis to determine the reasonableness of the proposed contract price. (Appendi

22.0nce negotiations are complete, prepare a contract incorporating the negotiated terms and cond
Prior to executing the contract, follow the steps outlthan Chapter 10 of the Caltrans Local Assiste
t NPOSRdAzZNB& al ydzqtf G2 2060FAY | LIWNRBGFE | yR |

23.Upon receipt of Caltrans approval, submit the Recommendation for the Selection of a Contractor
Template (Appendix 6) and the contract to the Executive Director for his/her concurrence and app

24.Send PosAward Notice to Unsuccessful Proposers (Appendix 21).

25. After the protest period has ended, issue Notice to Proceed (Appendix 29).
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Procurement Step PM CFO
Initial/Date Initial/Date
26.Place all documentation into Procurement File.
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Procurement Steps Project:
Competitive Proposal for Services other than A&E (RFP) Project Manager:

Two-Envelopeg Lowest Price Procurement No:

SRTA Procurement Policies and Procedures Manual Section 23E

Procurement Step

PM
Initial/Date

CFO
Initial/Date

1.

Identify the need to contract out for services.

2.

Staff is required to follow the SRTA Standard of Conduct p@ippendix 3) when carrying ol
procurement or contracting functions. Review the policy prior to commencing procurement activitie

Staff should perform a cost or price analysis for every procurement action, including cg
modifications and ameiments. The starting point for cost/price analysis is the Independent
Estimate. The degree of analysis and detail depends on the size and complexity of the procu
Complete the Independent Cost Estimate Scope of Work, Summary and Staffingpplamdii 24).

Complete the Procurement Requisition Form (Appendix 2) to initiate the procurement process.

Determine the method of procurement by completing the Method of Procurement Selection
(Appendix 10).

Determine the method ofpayment for the procurement by completing the Contract Payment T
Selection Form (Appendix 30).

Develop the solicitation (RFP). The RFP should contain sufficient information to enable prog
offerors to prepare responsive proposalshe solicitation should be as complete as possible with res
to the items identified in Section 023E(3)(d)eTRFP must also include evaluation factors and their relg
importance (cost must be a factor), the method for conducting technical evaluations of the proj
received and for selecting awardees, as well as protest procedures. (Section 023E(2))P T urd}
include the requirement that separately sealed costs be submittadlude a copy of the draft contract
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Procurement Step PM CFO
Initial/Date Initial/Date
8. Publicize the RFP per instructions in Section 023E(12)(a) & (b)
9. Hold apre-proposal meeting, if necessary, to brief prospective offerors as early as possible after t
has been issued and before proposal are due. Yes/No
10. Estabish the Evaluation Committee(s) of technically qualified personnel, including at least of&RIA
staff member in procurements exceeding $50,000. All members must read Eva
(Consultant/Contractor Evaluation Committee) Guidelines (Appendix 7) angletnthe Declaratior
Concerning Conflicts for Evaluators (Appendix 8).
11.Document receipt of all proposatsime and date stamp.
12.Upon receipt of three or more responsive proposals, move to step 14. In the absence of three resj
proposals, readvertise.
13.The Evaluation Committee will determine which offerors meet the pass/fail criteria. The cost propo
those offerors will then be opened and the offeror with the lowest price is selected for recommeng
to the Executive [Dector.
14.Ensure that responses to the RFP include a list of all proposedosisnltants/contractors, their area ¢
work and certified U/DBEs, as well as a cost proposal which will be used as an evaluation
(Subconsultant List, Appendix 13)
15.Summarize the findings of the Evaluation Committee in a recommendation memo to the Exg
Director.
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16.! LI2Y (GKS 9ESOdziA @S 5ANBOG2NRNE | LILINR DI X SyisS
after sending the Notice olntent to Award (Appendix 16b). Send the Notice of Intent to Enter
Negotiations with Another Proposer (Appendix 17) to offerors not selected for negotiafidrese notices
trigger the protest period.
Procurement Steps PM CFO
Initial/Date Initial/Date
17.Failing agreement with the lowest price offeror, negotiations with the next lowest price offeror shoy
conducted until a contract award can be made to the lowest priced qualified offeror. Documer
process in th&kecord of Negotiation (Appendix 27).
18. Perform a price analysis to determine the reasonableness of the proposed contract price. (Price
Form, Appendix 33).
19. Once negotiations are complete, prepare a contract incorporatinghéigetiated terms and condition
for the Executive Directors signature and the Recommendation for the Selection of a Contractor
Template (Appendix 6).
20. Send Posaward Notice to Unsuccessful Proposers (Appendix 21).
21. Afterprotest period has ended, issue Notice to Proceed (Appendix 29).
22. Place all documentation into Procurement File.
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